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Foreword 


IT  is  recorded  by  Professor  Mulheru  in  his  recent  History  of  Secondary  Education  in 
Pennsylvania  that  "Even  as  early  as  1G83,  Enoch  Flowers  taught  a  form  of  book- 
keeping, or  as  it  was  called  ''cast  accot",  and  Thomas  Makin,  in  1699,  was  teaching 
"Ye  Kules  of  Practice  (Ye  only  Kules  for  Business)".    "Accounts"  was  included  by 
Franklin  as  one  of  the  subjects  to  be  included  in  the  curriculum  of  his  academy. 

Bookkeeping  early  became  an  important  subject  in  the  curriculum  of  Pennsylvania 
secondary  schools.  Though  business  conditions  and  the  needs  of  pupils  in  the  school 
changed,  up  until  recent  times  relatively  little  was  done  to  change  the  essential 
character  of  courses  of  study  in  the  field  of  bookkeeping. 

One  may  well  ask  if  the  principles  of  bookkeeping  have  any  place  in  the  curric- 
ulum of  the  average  secondary  school,  since,  of  all  those  taking  commercial  subjects, 
few  persons  become  professional  bookkeepers  and  accountants.  The  fact  that  machine 
bookkeeping  is  almost  universally  practiced  in  banks  and  in  large,  well  ordered  business 
houses  is  also  an  important  factor  in  determining  course  of  study  content. 

There  seem  to  be  two  purposes  which  should  control  the  teaching  of  bookkeeping 
in  the  secondary  school : 

First,  pupils  who  are  to  enter  the  business  field  should  have  a  sound  business  back- 
ground. 

Second,  an  understanding  of  the  principles  of  elementary  bookkeeping  and  suffi- 
cient skill  to  keep  one's  own  personal  accounts,  to  read  bank  statements  intelligently, 
to  prepare  budgets,  and  to  do  a  host  of  other  things  related  to  bookkeeping,  are  import- 
ant items  in  modern  life. 

Changed  economic  and  social  conditions,  call  for  a  change  of  method  and  material. 
Purpose  and  direction  must  be  given  to  all  courses  offered  in  the  secondary  school. 
Mere  memorization  and  computations  must  give  way  to  studies  and  courses  based  on 
the  needs  of  everyday  life,  approached  from  the  standpoint  of  personal  and  social  value. 
Curriculum  experiences  which  will  train  pupils  for  everyday  living,  stress  principles 
rather  than  mere  rules ;  individualized  techniques  supplant  mass  production  methods ; 
present,  rather  than  deferred  values  are  given  preference.  A  sound  course  of  study  in 
bookkeeping  will  develop  the  fundamental  principles  underlying  this  important  branch 
of  commercial  work ;  individual  abilities,  interests,  and  capacities  will  be  considered  at 
every  point;  pupil's  problems,  those  of  his  family,  and  his  school  will  be  drawn  upon 
for  instructional  materials.  It  is  along  these  lines  that  the  committee  on  commercial 
courses  of  study  has  worked  in  organizing  this  course  in  bookkeeping. 

Lester  K.  Ade 

June,  1935.  Superintendent  of  Public  Instruction 
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IMPORTANCE  OF  BOOKKEEPING 


WBAT  is  the  educational  importance  of  the 
study  of  bookkeeping?  Is  it  purely  voca- 
tional? Are  we  training  too  many  book- 
keepers? Leaders  in  commercial  education  who  have 
raised  these  questions,  claim  that  bookkeeping  is  vo- 
cational, and  that  we  are  training  too  many. 

In  the  preparation  of  this  course  of  study,  the 
committee  has  given  full  consideration  to  these 
claims  and  calls  attention  to  certain  fallacies  concern- 
ing iliem.  That  instruction  in  bookkeeping,  in  its 
elementary  phasies,  should  not  have  purely  jvoca- 
tional  objectives  is  a  much  more  tenable  position  and 
one  which  is  gaining  acceptance.  Some  practical 
knowledge  of  bookkeeping  principles  is  essential  for 
all  citizens.  Correct  thinking  in  many  kinds  of  per- 
sonal relations,  as  well  as  in  civic  affairs,  is  dependent 
upon  a  knowledge  of  and  practice  of  correct  book- 
keeping procedures.  An  understanding  of  invest- 
ment markets,  foreign  and  domestic  financial  affairs, 
budgeting,  and  budget  control  are  only  a  few  ex- 
amples of  how  a  knowledge  of  common  bookkeeping 
terms  and  practices  help  every  homemaker,  store 
owner  and  manager,  professional  man,  plumber,  car- 
penter, painter,  repair  shop  owner,  and  farmer.  In 
otlier  words,  elementary  bookkeeping  should  provide 
pupils  with  a  fund  of  general  information  and  skills 
which  are  personally  valuable.  Also  the  number  of 
clerks  who  perform  mere  subdivisions  of  bookkeep- 
ing work  on  machines  is  no  argument  against  the 
worth  of  instruction  in  bookkeeping.  It  rather  em- 
phasizes the  social  need  for  a  type  of  general  instruc- 
tion which  will  enable  clerks  to  see  their  job  in  its  re- 
lation to  the  whole  bookkeeping  process. 

Because  every  citizen  needs  some  understanding 
of  and  training  in  efficient  methods  of  account  keep- 
ing, the  first  year  of  this  course  has  been  devel- 
oped in  the  nature  of  an  introductory  course  val- 
uable from  the  personal,  social,  and  vocational  view- 
point. The  objectives  of  this  introductory  course  are 
to  teach  those  appreciations,  knowledges,  and  skills 
which  are  personally  valuable  to  everyone,  and  at  the 
same  time  serve  as  a  basis  for  the  more  specialized 
work  to  follow. 

Account  keeping  for  partnerships  and  corporations 
carry  pupils  beyond  the  purposes  of  an  introductory 
course  in  bookkeeping.  Instruction  in  this  advanced 
form  of  bookkeeping,  if  elected,  should  occupy  the 
pupil's  time  in  the  upper  years  of  the  high  school. 
Such  instruction  will  of  necessity  include  the  presen- 
tation of  rules  and  requirements  of  exact  knowledge 


and  practice.  The  teacher  will  ever  be  alert  to  em- 
phasize every  factor  which  is  socially  and  personally 
valuable  in  both  elementary  and  advanced  book- 
keeping. Since  a  transaction  underlies  all  trade  re- 
lations and  is  the  starting  point  of  our  system  of 
trade,  it  is  highly  important  that  the  pupil  should 
understand  the  nature  of  a  transaction.  For  this 
a  limited  technical  vocabulary  is  necessary.  Drills 
to  develop  automatic  skills  in  the  performance  of 
routine  tasks  have  been  developed  at  appropriate 
places. 

It  is  hoped  that  this  preliminary  course  of  study 
will  stimulate  a  study  of  this  problem  and  that  studies 
may  be  made  available  to  the  teachers  of  the  Com- 
monwealth through  the  Department  of  Public  In- 
struction. 

The  need  of  the  following  is  clearly  recognized  by 
those  responsible  for  the  preparation  of  the  course : 

1.  A  clearer  understanding  of  the  general  and 
specific  objectives  of  the  course. 

2.  A  more  complete  statement  of  standards. 

3.  Better  methods  of  grouping  subject  matter 
data  in  composing  instruction  units. 

4.  A  variety  of  leason  plans  designed  to  reveal 
improved  methods  of  teaching  bookkeeping 
skills. 

5.  A  wealth  of  properly  graded  practice  exercises 
to  fit  instructional  units. 

6.  Results  experimentally  acquired  Avhich  m;\y 
aid  us  in  determining  the  proper  balance  be- 
tween presentation  and  drill. 

7.  Standardized  tests  based  on  units  of  instruc- 
tion. 

This  course  of  study  sliouhl  be  of  interest  to  prin- 
cipals and  supei-intendents  who  are  concerned  with 
the  place  of  bookkeeping  in  the  program ;  the  prin- 
ciples governing  its  program  placement;  the  kind  of. 
teacher  and  teaching  required;  and  desirable  stand- 
ards of  work.  The  local  school  board  often  desires 
to  know  the  significance  of  the  study,  the  kind  of 
teachers  required,  the  materials  of  instruction  nec- 
essary, and  the  standards  which  should  be  required. 

It  is  the  plan  of  the  Department  of  Public  Instruc- 
tion to  organize  a  continuing  program  of  curriculum 
revision.  Teachers  who  use  this  course  of  study  in 
bookkeeping  are  urged  to  furnish  the  Department 
with  criticism  and  suggestions,  sample  tests,  and 
materials  and  devices  of  instruction  which  have 
proved  to  be  of  help. 
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PENNSYLVANIA  DEPARTMENT  OF  PUBLIC  INSTRUCTION 


Principles  upon  which  this  Course  of  Study  is  Based 

Pre-employment  training  given  in  the  high  school 
for  oeeuioational  levels  which  the  pupil  cannot  reach 
for  several  years  after  preparing  for  them  is  ques- 
tionable. The  age  range  for  bookkeepers,  as  revealed 
in  "Occupational  Statistics"  for  Pennsylvania,  based 
on  the  fifteenth  Census  is  as  follows:  14.5  percent  of 
those  employed  as  bookkeepers,  cashiers,  or  account- 
ants were  nineteen  years  of  age  or  under ;  32.9  per- 
cent were  between  twenty  and  twenty-four  years  old ; 
29.7  percent  were  between  twenty-five  and  thirty-four 
years  old ;  22.9  percent  were  over  thirty-four.  The 
program  placement  recommended  on  page  5  is  in 
conformance  with  this  principle. 

Training  in  bookkeeping  practices  designed  to  be 
personally  and  socially  valuable,  can  be  justified  for 
all  pupils. 

The  degree  of  aptitude  and  success  shown  by  pupils 
in  the  stiidy  of  elementary  bookkeeping  should  be 
one  important  factor  in  determining  whether  a  pupil 
may  be  admitted  to  the  coui'se  in  advanced  book- 
keeping. 

Pupils  Avho  elect  the  study  of  advanced  bookkeep- 
ing should  understand  that  they  are  taking  the  course 
with  definite  vocational  objectives. 

The  needs  of  the  community  and  the  number  of 
pupils  desiring  such  training  are  important  factors 
in  determining  whether  or  not  a  course  in  advanced 
bookkeeping  should  be  offered  in  a  given  school. 

The  teaching  materials  used  in  the  first  course  in 
bookkeeping  instruction  should  be  selected  and  or- 
ganized into  a  course  of  study  largely  on  the  basis 
of  their  value  in  meeting  individual  and  social  needs. 
For  advanced  pupils  the  course  should  be  organized 
on  the  basis  of  vocational  value  in  business. 

Skills  must  be  developed  by  methods  which  do  not 
confuse  the  pupils  as  to  knowledge  about  the  subject 
aird  the  development  of  skill  in  the  practice  of  the 
subject. 

Suggestions  for  Teaching 

The  position  of  bookkeeper  is  not  very  well  defined 
in  many  commercial  fields.  There  are  many  grades 
of  bookkeeping,  or  office  Avorkers,  who  are  called 
bookkeepers.  These  include  entry  clerks,  posting 
clerks,  billing  clerics,  cost  clerks,  and  assistant  book- 
keepers. 

The  schools  cannot  hope  to  teach  the  details  of 
bookkeeping  according  to  the  needs  of  every  kind 
of  business.  Except  in  few  cases,  these  details  must 
be  learned  on  the  job. 

Drill  exercises  and  units  of  instruction  should  be 
short  and  practical,  according  to  the  objectives  sought. 

Instruction  in  bookkeeping  should  begin  with  trans- 
actions which  are  within  the  experience  of  the  pupils. 
In  this  course  of  study,  the  first  exercises  center 
about  the  records  which  the  pupil  should  keep  of  his 
own  personal  accounts.  Subsequent  exercises  should 
illustrate  and  drill  upon  the  keeping  of  the  accounts 
of  the  family,  clubs,  general  organization  of  the 
school,  associations,  and  small  businesses. 

Enough  time  should  be  devoted  to  drill  upon  each 
kind  of  record-keeping  to  enable  the  pupil  to  keep 
efficiently  his  own  personal  accounts  and  the  accounts 


of  the  family,  class,  club,  association,  or  of  a  per- 
sonal business  activity. 

Tests  in  bookkeeping  may  be  of  two  kinds:  One, 
the  kind  which  seeks  to  discover  what  knowledges  the 
pupil  has  acquired,  and  two,  the  kind  which  seeks 
to  discover  his  degree  of  speed  and  skill. 

Tests  for  knowledge  and  information  in  t)Ook- 
keeping  may  be  constructed  according  to  any  of  the 
approved  forms  of  objective  tests. 

Skill  tests  should  be  practical.  They  should  test 
the  pupil  upon  his  ability  to  perform  the  work  of 
the  bookkeeper  as  nearly  as  possible  according  to 
business  procedures  and  practices. 

Pupils  should  be  held  responsible  for  their  best 
handwriting  at  all  times.  The  business  standard  for 
handwriting  is  quality  70  on  the  Ayres  Measuring 
Scale  for  HandAvriting,  Gettysburg  Edition.  The 
rate  of  writing  should  be  at  least  100  letters  a  minute. 
Figures  should  be  well  formed  and  made  rapidly. 
Pupils  who  do  not  maintain  this  quality  and  rate 
in  all  written  work  should  be  given  remedial  instruc- 
tion. 

Pupils  should  be  held  responsible  for  speed  and 
accuracy  in  the  fundamental  processes  of  arithmetic. 
Those  who  do  not  possess  the  skills  needed  to  perform 
eificiently  the  work  of  bookkeeping  should  be  given 
remedial  instruction. 

Ohjectives 

The  objectives  of  the  first  year's  instruction  in 
bookkeeping  as  outlined  in  this  course  of  study  in- 
clude activities  designed: 

A.  To  develop  knowledge  and  skill  which  Avill  en- 
able the  pupil : 

1.  To  make  a  budget  and  understand  the  im- 
portance of  budgets  in  personal,  family, 
fraternal,  association,  club,  business,  city, 
state,  and  national  financial  affairs. 

2.  To  control  the  operation  of  his  budget  by 
keeping  a  record  of  cash  receipts  and  ex- 
penditures. 

3.  To  make  an  inventory,  and  the  effect  of  the 
inventory  upon  the  costs  of  sales,  margin  of 
profit,  net  profit,  and  net  worth. 

4.  To  make  a  periodic  analysis  of  net  worth. 

5.  To  know  the  elTect  of  depreciation  and  ap- 
preciation upon  one's  financial  condition. 

6.  To  miderstand  the  elements  that  enter  into 
the  cost  of  an  article. 

7.  To  prepare,  read,  and  interpret  simple  busi- 
ness and  financial  statements. 

B.  To  give  the  pupil  a  command  of  the  bookkeeper's 
vocabulary.  Among  the  vocabular.y  controls 
which  everyone  should  possess  are  included  cor- 
rect concepts  of :  assets,  liabilities,  capital,  mar- 
gin or  gross  profit,  net  profit,  net  worth,  com- 
pleting the  year's  business  "in  the  black,"  or 
completing  it  "in  the  red,"  depreciation,  ap- 
preciation, solvency  and  insolvency,  rebate  and 
allowance,  trade  discount,  cash  discount,  and  the 
elements  in  the  cost  of  an  article. 
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C.  To  assist  the  pupil  in  acquiring  skills  which  are 

developed  to  the  point  that  will  enable  him  to 
perform  the  bookkeeping  work  which  is  inci- 
dental to  personal,  family,  club,  association, 
store,  professional,  tradesman's,  and  the  farm- 
er's recording  needs. 

(Exercises  supplied  b}"  the  teacher  should  be  de- 
signed to  provide  pupils  with  these  skills). 

D.  To  explore  interests  and  aptitudes  in  the  field 
of  })ookkeeping,  with  a  view  to  the  subsequent 
selection  of  the  courses  in  advanced  bookkeep- 
ing, by  those  who  can  best  profit  by  it  from  the 
vocational  standpoint. 

The  objective  of  bookkeeping  taught  from  the  vo- 
cational standpoint  include  instruction  designated 
to  assist  the  pupils  : 

A.  To  know'  the  importance  of  bookkeeping  as  a  tool 

which  provides  tlie  i)roprietor  with  accurate 
information  concerning  the  progress  of  his  busi- 
ness. 

B.  To  fully  comprehend  such  terms  as:  asset,  lia- 
bility, profit,  loss,  and  capital,  and  how  they 
are  used  in  the  business  world. 

C.  To  increase  the  pupil's  knowledge  of  and  ex- 
perience with  bookkeeping  records,  forms,  and 
labor-saving  devices. 

D.  To  improve  ability  to  analyze  and  record  busi- 
ness transactions,  and  to  interpret  records. 

E.  To  increase  the  pupil's  knowledge  of  the  use, 
form,  and  content  of  business  papers  in  com- 
mon use. 

F.  To  acquire  an  understanding  of  kinds  of  pro- 
prietorship in  business. 

G.  To  acquire  a  clearer  understanding  of  the  re- 
lationship of  the  accounting  department  to  the 

'    other  departments  of  a  business. 

H.  To  master  the  techniques  involved  in  perform- 
ing clerical  skills  relating  to  bookkeeping. 

I.  To  understand  the  relationship  of  economics  and 
business  law-  to  bookkeeping. 

J.  To  acquire  a  skill  in  arithmetic  and  handwriting 
which  is  adequate  to  the  needs  of  a  bookkeeper. 

K.  To  develop  attitudes,  standards,  and  motives 
which  everj^  bookkeeper  should  acquire  in  order 
to  perform  his  work  successfully. 

Program  Placement 

The  first  course  in  bookkeeping  follows  the  course 
in  junior  business  ti'aining  given  in  the  high  school 
grades. 

The  Fifth  Yearbook  on  the  Junior  High  School 
Curriculum'  says,  "Bookkeeping  should  be  deferred 
to  the  senior  high  school.  These  general  recommen- 
dations apply  with  equal  force  to  small  as  well  as 
large  junior  high  schools."    In  this  course  of  study 

'  N.  E.  A.,  Departmont  of  Superintendence— Filth  Yearbook:  .Junior 
High  School  Curriculum.  1927 


organized  courses  in  bookkeeping  are  deferred  until 
the  tenth,  eleventh,  or  twelftii  years.  Jiy  placing  the 
finest  course  in  bookkeeping  in  the  tenth  year  -,  it  is 
possible  to  offer  advanced  bookkeeping  with  a  voca- 
tional objective  on  the  basis  of  one  of  the  specialized 
curriculums  in  tlie  eleventh  and  twelfth  years.  Tlie 
curriculums  suggested  are  advanced  bockkee])ing ; 
.shorthand;  typewriting  and  secretarial  practices;  re- 
tail selling,  and  clerical  office  practice. 

Wiierever  the  needs  of  the  communitj'  which  any 
given  high  school  serves  make  it  feasible  to  offer  a 
four  or  six  semester  course  in  bookkeepiug,  the  place- 
ment and  course  numbers  should  be  as  follows: 

Bookkeeping  I — (two  semesters)  Elementary 
bookkeeping  of  the  personally- 
valuable  type.  Credit — one 
unit. 

Bookkeeping  II — (two  semesters)  A  course 
based  on  elementary  vocational 
objectives.  Credit — one  unit. 

Bookkeeping  III — (two  semesters)  A  course 
based  on  advanced  vocational 
objectives.    Credit — one  unit. 

^  Materials  and  Equipment 

It  is  suggested  that  each  pupil  taking  bookkeeping 
be  provided  with  a  loose-leaf  notebook  to  accommodate 
paper  SYz"  x  11"  in  size.  A  notebook  of  these  dimen- 
sions may  be  used  to  bind  mimeographed  and  other 
duplicated  copies  which  the  teacher  may  distribute 
from  time  to  time.  Many  exercises  may  be  done  on 
loose  sheets  of  paper.  The  paper  should  be  of  a 
quality  which  w'ill  permit  the  use  of  ink  and  if  ruled 
journal  or  ledger  paper  is  used,  it  should  be  cut  to 
the  dimensions  8I/2"  x  11". 

All  work  should  be  done  in  ink  except  pencil  foot- 
ings and  other  temporary  notations.  A  good  quality 
of  ink  should  be  used.  The  use  of  red  ink  in  book- 
keeping is  optional. 

There  are  a  great  variety  of  pens  on  the  market  to- 
day, and  any  make,  provided  it  is  of  good  quality, 
may  be  selected.  Stub  pens  should  not  be  used,  since 
such  pens  tend  to  retard  speed.  Fountain  pens  are  to 
be  permitted  because  they  are  so  generally  used  in 
.business  offices.  The  teacher  should  inspect  all  foun- 
tain pens  and  refuse  permission  for  the  use  of  pens 
which  require  too  much  pressure,  which  produce  a 
heavy  line,  or  in  which  the  ink  does  not  flow  easily. 

A  fifteen  inch,  bevel-edged  ruler  (the  edge  rein- 
forced by  metal)  is  standard  equipment  for  the  book- 
keeping class. 

The  top  of  the  bookkeeping  desk  should  be  large 
enough  to  hold  all  the  books  and  supplies  which  the 
pupil  must  have  arranged  before  him  in  order  to  work 
efficiently.  If  practice  sets  require  the  use  of  vou- 
chers and  forms,  sufficient  space  for  storing  these 
supplies  should  be  provided.  Some  types  of  book- 
keeping desks  have  a  pedestal  on  the  lefthand  side 
containing  drawers.  Where  desks  of  this  ty]ie  are 
not  provided,  it  will  be  necessary  to  arrange  for 
some  other  kind  of  storage  space.    For  this  purpo:-;e 

.  -  In  luuny  scliools  it  will  be  found  desirable  to  defer  all  bookkeeping 
until  grade  eleven. 
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the  room  used  for  bookkeeping  should  be  equipped 
with  storage  eases  or  with  filing  cabinets. 

Each  room  should  be  provided  wth  a  bulletin 
boai'd  upon  which  the  teacher  may  display  excellent 
work.  The  display  of  work  of  superior  quality  is 
one  means  of  motivation.  Such  displays  should 
be  changed  frequently.  In  every  bookkeeping  cla,ss- 
room  there  should  be  posted  for  permanent  display 
a  handwriting  scale  and  alphabet  charts.  The  hand- 
writing scale  provides  both  teacher  and.  pupil  with 
the  means  of  cheeking  the  quality  of  the  pupil's  hand- 
writing and  the  alplial)et  charts  illustrate  the  proper 
form  of  capitals,  small  letters,  and  figures. 

In  the  bookkkeeping  room  there  should  be  ample 
blackboard  space.  Wherever  feasible,  the  ruling  of 
bookkeeping  forms  on  blackboards  will  save  the  time 
for  both  teacher  and  pupil.  This  ruling  may  be  done 
with  an  ice  pick  or  similar  instrument. 

The  Teacher  of  Bookkeeping 

As  in  all  other  phases  of  instruction,  the  teacher 
is  the  most  important  element  in  the  development  of 
a  successful  program  of  bookkeeping. 

The  certification  requirements  for  a  teacher  of 
bookkeeping  are*  as  follows :  Booklvceping  will  be 
written  on  a  commercial  certificate  or  on  a  college 
certificate  for  teaching  high  school  subjects  upon  the 
completion  of  eighteen  semester  hours  of  approved 
preparation  in  commercial  education  including 
twelve  semester  hours  in  bookkeeping. 

In  addition,  the  teacher  of  bookkeeping  should  be 
as  well  trained  as  an}^  other  teaclier  in  the  schools ; 
he  should  have  a  thorough  knowledge  of  the  sub- 
ject of  bookkeeping  and  its  relation  to  other  phases 
of  the  commercial  curriculum;  he  .should  be  tliorough- 
ly  trained  in  methods  of  bookkeeping,  have  good 
health  and  a  clear,  pleasant  voice ;  be  thoroughly 
familiar  with  business  conditions  and  practices  in  the 
community  in  which  he  works  and,  if  possible,  have 
some  actual  experience  as  a  bookkeeper ;  be  profes- 
sionally up-to-date,  and  have  a  library  of  worth 
while  professional  and  general  books. 

Class  Orfjanization  and  Management 

The  following  suggestions  are  nuide  for  the  effec- 
tive organization  of  classes  in  bookkeeping. 

Psychology  recognizes  the  importance  of  a  good 
start.  This  applies  both  to  the  beginning  of  any 
new  phase  of  work,  and  the  beginning  of  every  cla.ss 
session. 

Success  in  the  field  of  business  is  dependent  in  part 
upon  being  on  time.  Classes  in  all  subject  fields 
.should  Ijegin  on  time. 

The  classroom  should  be  pre])ared  for  the  pupils 
before  they  assemble.  Rooms  should  be  clean,  prop- 
erly ventilated  and  heated;  furniture  properly  ar- 
ranged ;  material  needed  placed  upon  the  board ;  sup- 
plies, textbooks,  and  other  necessary  articles  at  hand. 

The  following  suggestions  are  made  relative  to  the 
first  day  of  school :  If  a  teacher  is  new,  he  should 
make  sui'C  tliat  the  pupils  know  his  name.  If  neces- 
sary, liis  name  should  be  written  upon  the  black- 
board.  A  I'oll  of  all  of  the  pupils  should  be  supplied 


the  teacher  by  the  oftice.  If  this  is  not  done,  the 
teacher  should  secure  the  names  of  the  pupils  the 
first  day,  with  such  information  as  is  desirable  from 
the  standpoint  of  the  proper  administration  of  the 
class.  Proper  seating  arrangement  can  be  achieved 
only  when  rooms  are  equipped  with  chairs  which  are 
adjustable  as  to  height.  An  attempt  should  be  made 
to  adjust  all  pupils  to  seats  of  a  proper  height.  Be- 
cause of  the  intense  work  in  bookkeeping,  special 
care  should  be  given  to  posture.  It  should  be  kept 
in  mind  that  great  harm  is  caused  by  having  seats 
which  are  too  high  for  the  pupils. 

The  class  program  in  bookkeeping  should  be  or- 
ganized in  a  business-like  manner  utilizing  di- 
rected learning  procedures.  The  work  must  start 
promptly  the  first  day  if  the  teacher  expects  an 
energetic,  enthusiastic  attack  upon  the  subject. 

Approaches  in  Bookkeeping 

Traditional  courses  in  bookkeeping  often  begin 
with  a  vocabulary  that  is  new  and  strange,  and  pu- 
pils are  plunged  immediately  into  a  maze  in  which 
they  have  difficulty  of  comprehending. 

Every  pupil  coming  into  the  bookkeeping  class  has 
had  experience  with  mathematics  and  understands 
the  nature  and  form  of  problems.  For  that  reason, 
a  simplified  form  of  balance  sheet  can  safely  be 
used  as  one  form  of  approach  to  elementary  book- 
keeping. Pupils  have  also  engaged  in  retail  business 
transactions.  They  know  that  buying  and  selling  is 
the  foundation  of  all  business,  and  that  the  record 
of  such  transactions  is  bookkeeping. 

It  is  the  aim  of  the  elementary  bookkeeping  course 
outlined  in  this  syllabus  to  begin  with  transactions 
which  are  within  the  pupil's  experience,  and  it  is 
suggested  that  the  first  exercise  be  a  simple  statement 
showing  the  pupil's  present  worth.  The  second  ex- 
perience might  well  include  the  preparation  of  a 
budget  of  income  and  expenditures,  and  a  third  based 
on  keeping  a  cash  record.  A  cash  record  is  import- 
ant because  it  is  a  check  on  his  budget.  The  fourth 
exercise  suggested  is  compiling  an  inventory  and 
analysis  of  net  worth.  From  this  beginning,  in- 
struction can  now  proceed  with  bookkeeping  adapted 
to  the  needs  of  the  family,  school,  club  or  school  or- 
ganization, the  professional  man  or  woman,  men  who 
own  or  operate  small  business  enterprises,  trades,  or 
farms. 

There  are  three  accepted  approaches  to  bookkeep- 
ing which  are  intended  for  vocational  purposes. 
These  are  the  Journal  Approach,  the  Account  Ap- 
jn'oach,  and  the  Statement  or  Equation  Approach. 
All  three  of  these  approaches  are  widely  used.  The 
relative  advantages  of  eacli  are  indicated  briefly  in 
the  following  statement : 

The  Journal  Approach.  Journalizing  is  the  first 
step  in  bookkeeping  work  and  therefore  it  lends  it- 
self naturally  to  an  introduction  to  the  subject.  The 
method  has  been  used  by  many  teachers  for  years. 
It  is  considered  by  many  to  be  the  fundamental  pro- 
cess in  bookkeeping. 

The  Account  Approach.  Business  transactions  af- 
fect accounts.    The  pupil  should  very  early  in  the 
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course  obtain  a  knowledge  of  the  underlying-  prin- 
ciples of  accounts.  In  this  approach  the  work  pro- 
ceeds directly  from  the  pupil's  experiences.  It  ad- 
vances by  easy  stages  from  the  known  to  the  un- 
known.     The  "why"  of  each  step  is  clearly  shown. 

The  Statement  on  Equation  Approach.  It  directs 
the  pupil's  attention  first  to  the  business  itself  and 
then  to  the  use  of  bookkeeping  in  helping  to  solve 
the  problems  of  the  business.  The  reason  for  the  var- 
ious bookkeeping  processes  receives  first  emphasis. 
The  effect  of  transactions  on  proprietorship  is  shown. 
This  approach  gives  the  pupil  an  overview  of  the 
whole  subject  at  the  very  beginning. 

Method  and  Teaching  Procedure 

The  Class  Period 

A  suggested  distribution  of  the  class  period  pro- 
vides for  both  a  review  of  work  previously  carried 
on  and  the  presentation  of  new  material.  The  time 
devoted  to  bookkeeping  should  provide  the  following 
elements : 

1.  Review  of  the  work  previously  covered. 

2.  Presentation  of  new  materials  and  drill  on  es- 
sential principles  and  skills. 

Frequently  pupils  will  be  working  upon  units  of 
work.  In  this  case  review  periods  may  not  come  un- 
til after  the  units  of  work  have  been  presented. 
Types  of  review  exercises  are  as  follows: 

1.  Questions  reviewing  information  already 
covered. 

2.  A  trial  balance  to  be  totaled. 

3.  A  list  of  accounts  to  be  classified. 

4.  Analysis  of  a  series  of  accounts. 

5.  Rapid  calculation  exercises  involving  time  be- 
tween dates,  date  of  maturity,  interest,  term  of 
discount,  bank  discount  and  net  proceeds,  and 
cash  discount. 

Drill  may  be  either  of  an  oral  or  written  type. 
Oral  drill  brings  up  many  questions  which  form  the 
basis  for  directed  learning  procedure. 

The  following  are  types  of  drill  exercises  which  may 
be  given  to  individual  pupils  or  in  which  the  class 
as  a  whole  may  participate: 

1.  Drill  in  journalizing  types  of  transactions  al- 
ready studied. 

2.  Exercises  intended  to  overcome  difficulties  in 
journalizing  and  in  other  bookkeeping  skills. 

3.  Exercises  based  upon  difficulties  revealed  in 
previous  tests  and  exercises. 

4.  Posting,  analysis  of  accounts,  compiling  of 
trial  balance,  or  statements. 

5.  Cheek  the  homework  with  the  class  and  review 
transactions  which  were  difficult. 

LESSON  PLANS 

In  the  following  outline  a  number  of  suggested 
lesson  plans  are  presented.  It  is  not  intended  that 
these  lesson  plans  should  be  developed  on  a  day-to- 
day basis  but  are  outlined  primarily  as  indicating 


types  of  procedure  which  may  be  found  helpful  to 
teachers  in  organizing  their  work. 

TYPE  PLANS 

Unit :  Keeping  a  record  of  personal  business  af- 
fairs. 

Aim  of  Unit :  To  ascertain  how  much  one  is  worth. 
Procedure :  Every  pupil  has  had  some  experience 
along  these  lines  and  in  preparation  for  this  pre- 
sentation the  teacher  may  well  draw  upon  these 
experiences.  Textbooks,  blackboard  diagrams, 
business  forms  and  mimeographed  materials  should 
be  prepared  in  advance  so  that  they  may  be  at 
hand.  Followino-  the  discussion  carried  on  some- 
what as  outlined  on  page  29  of  this  course  of 
study,  teachers  and  pupils  may  summarize  the  es- 
sential knowledge  assembled  in  the  lesson  and  also 
any  skill  which  may  have  developed  as  a  result 
of  it. 

PLAN  FOR  THE  DEVELOPMENT  OF  THE  PUR- 
CHASES JOURNAL 

Unit :  Special  Journals. 

Aims  of  the  unit:  To  journalize  through  the  pur- 
chases journal.  This  lesson  assumes  the  ability 
of  the  pupil  to  journalize  through  the  general 
journal. 

Materials  of  Instruction: 

a.  A  list  of  entries  in  general  journal  form 
recording  purchases  on  account.  (See  prep- 
aration. ) 

b.  Standard  ledger  account  forms  for  posting, 
(a  and  b  should  be  set  up  on  the  board.) 

c.  Pupils'  notebooks. 

d.  Exercises  for  practice. 

Preparation:  (The  teacher  should  place  a  few  en- 
tries on  the  board  similar  to  the  following:) 

JOURNAL 
July    ]«.  19— 


Merchandise  Purchases 

100 

00 

John   Smith    &  Company 

1  100 

17 

Merchandise  Purchases  | 

200 

00 

William  Green   &  Sons 

200 

18 

Merchandise  Purchases 

300 

00 

Henry  White  Company 

300 

19 

Merchandise  Purchases 

400 

00 

400 

Hearst  &  Black 

00 


00 


00 


oo 


a.  Review  a.ssumed  knowledge.  "You  win 
notice  that  the  entries  on  the  blackboard 
all  record  merchandise  purchases  on  ac- 
count. What  account  is  debited  and  what 
account  is  credited  in  recording  the  first 
transaction?"  "The  merchandise  purchases 
account  is  debited  and  the  account  of  John 
Smith  and  Company  is  credited."  "What 
account  is  debited  and  what  account  is 
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credited  in  recording  the  second  transac- 
tion, in  recording  the  third,  in  recording 
the  fourth?" 
b.    Write  the  aim  of  the  lesson  on  the  black- 
board and  proceed  with  the  presentation 
part  of  the  lesson. 
Presentation:  "What  do  you  notice  on  the  black- 
board in  regard  to  each  debit  entry?"  "In  each 


case,  it  is  a  debit  to  the  merchandise  purchases  ac- 
count. Every  time  the  business  purchases  mer- 
chandise, the  bookkeeper  must  record  the  transac- 
tion in  just  this  way  unless  he  uses  a  briefer  method 
of  summarizing  such  entries.  This  briefer  method 
of  recording  purchase  transactions  is  in  a  special 
journal  known  as  a  merchandise  purchases  journal." 
An  illustration  of  such  a  journal  is  as  follows: 


PURCHASES  JOURNAL 


L.  P. 

Name 

Address 

Terms 

Inv.  No. 

July 

16 

3 

John  Smith  &  Company 

40  Bridge  Street 

2/10-n-30 

1 

100  OO 

17 

3 

William  Green  &  Sons 

56  Walnut  Street 

on  acct. 

2 

200  00 

18 

3 

Henry  White  &  Company 

35  Greene  Street 

Cash  10  D. 

3 

30O  00 

19 

3 

Hearst  &  Black 

CO  North  6th  St. 

2/10-n/60 

4 

400  00 

31 

3 

Mdse.   Purchases  Dr. 

1,000  00 

Questions  which  may  be  asked  by  the  teacher  con- 
cerning the  purchases  journal: 

Why  are  the  entries  arranged  in  column  form  ? 
Where  and  how  shall  we  indicate  the  amount  to  be 
debited  ? 

What  is  the  total  debit? 

To  what  account  is  the  debit  posted  ? 

What  should  the  total  of  debits  equal? 

Should  we  make  any  of  our  merchandise  purchase 

entries  in  the  general  journal? 

What  is  a  merchandise  purchase  journal? 

Wliat  are  the  advantages  of  keeping  such  a  journal? 

1.    It  is  more  economical  in  the  use  of  material. 

We  save  space,  for  there  is  now  only  one  debit 

instead  of  many. 


2.  It  provides  for  a  division  of  labor;  that  is,  it 
enables  one  clerk  to  work  on  this  journal  while 
other  clerks  work  on  other  parts  of  the  book- 
keeping record. 

3.  It  saves  time:  (a)  in  journalizing;  (b)  in  post- 
ing. 

4.  There  is  less  chance  of  error  since  there  are 
fewer  postings. 

5.  It  enables  us  to  find  readily  information  re- 
garding a  particular  purchase. 

How  do  we  post  to  personal  accounts  from  the  pur- 
chases journal? 

Ilustrate  as  follows : 


John  Smith  &  Co. 


July 


16 


100  00 


William  Green  &  Sons 


July 


17 


200 


OO 


Henry  White  and  Co. 


July 


18 


300 


00 


Hearst  and  Black 


July  19 


1  400  OO 
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How  do  we  rule  the  purchases  journal? 
How  do  we  post  the  debit  from  the  purchases  jour- 
nal? 

Illustrate  as  follows : 


Mdse.  Purchases 


July 


31 


1000  00 


Application :  Assign  as  a  drill  an  exercise  involv- 
ing merchandise  purchases.  Direct  pupils  to  post, 
rule,  and  close  the  purchases  journal. 

Summary  of  Knowledges  and  Skills  taught  in  this 
lesson : 

1.  Transactions  involving  purchases  are  entered 
in  a  special  journal  known  as  the  purchases 
journal. 

2.  The  form  of  the  purchases  journal. 

3.  Skill  in  journalizing  through  the  use  of  the 
purchases  journal. 

4.  How  to  rule  the  purchases  journal. 

5.  How  to  post  from  the  purchases  journal. 

6.  Advantages  of  keeping  a  purchases  journal. 

The  Use  of  A  Notebook 

In  order  that  pupils  may  have  material  provided 
by  the  teacher  in  convenient  form  for  study  and  re- 
ference, it  is  suggested  that  a  notebook  written  in  ink 
be  kept  by  each  pupil.  Inasmuch  as  mimeographed 
notes  will  probably  be  used  from  time  to  time,  a  note- 
book which  holds  8%  x  11  paper  is  most  satisfactory. 

Homework 

Throughout  the  secondary  school,  an  attempt  is 
being  made  to  develop  instruction  on  a  directed 
learning  basis.  Such  a  program  can  be  carried  on 
effectively  only  where  a  longer  period  of  class  in- 
struction is  provided  which  will  make  it  possible  to 
carry  on  advanced  work  during  the  regular  class 
period.  It  is  not  usually  possible  in  the  bookkeeping 
period  to  secure  sufficient  time  for  the  pupils  to 
finish  doing  the  work  essential  to  the  course.  It  may 
be  necessary,  therefore,  to  provide  additional  drill  as 
homework  assigned  in  accordance  with  the  needs  of 
the  pupil.  Such  assignments,  however,  should  def- 
initely take  into  consideration  the  ability  of  the 
pupil  and  his  needs.  To  be  effective,  bookkeeping  in- 
struction must  be  organized  on  the  basis  of  individual 
differences.  A  pupil  who  is  slow  cannot  be  expected 
to  accomplish  as  much  as  pupils  who  work  at  a  more 
rapid  rate.  Likewise  it  is  futile  to  make  long  home- 
work assignments  to  pupils  just  because  they  are  un- 
able to  carry  on  their  class  work  effectively.  It  would 
be  much  more  satisfactory  to  differentiate  the  assign- 
ments to  the  pupils  on  the  basis  of  their  individual 
ability  to  accomplish  the  tasks  assigned  to  them. 

Selecting  the  Bookkeeping  Textbook 

Thei'e  are  many  textbooks  in  bookkeeping  but  few 
have  been  adapted  as  yet  to  meet  the  general  ob- 


jectives outlined  by  this  course.  In  considering  a 
textbook  for  bookkeeping,  the  following  criteria  is 
suggested : 

1.  Does  the  textbook  meet  the  general  objectives 
which  have  been  set  up  locally  for  the  course 
of  study  in  bookkeeping? 

2.  Are  any  blanks  and  supplementary  forms  and 
vouchers  included?  This  question  is  necessary 
so  as  to  reduce  the  cost  in  materials  and  sup- 
plies. 

3.  Is  the  material  in  the  text  such  as  to  be  per- 
sonally, socially,  and  vocationally  worth  while 
for  the  pupil  for  whom  it  is  intended? 

4.  Are  satisfactory  exercises  outlined  to  accom- 
plish the  objectives  of  the  course? 

5.  Is  the  language  of  these  exercises  understand- 
able to  the  pupils  for  Avhom  they  are  intended  ? 
Are  they  designed  on  a  basis  to  make  them 
thought-provoking  as  well  as  mechanically 
correct  ? 

6.  Are  the  exercises  not  too  long  nor  too  compli- 
cated to  be  educationally  valuable  ? 

7.  Is  the  pupil  reaction  to  the  various  exercises 
satisfactory  ? 

8.  Are  the  exercises  based  on  fundamental  needs, 
knowledges,  and  skills  which  are  essential  to 
keeping  personally  and  vocationally  valuable 
records?  Is  the  .suggested  drill  in  the  skills 
suitable  for  this  purpose? 

9.  Are  textbooks  which  are  to  be  used  in  classes 
where  vocational  use  is  demanded,  based  on 
exercises  which  will  develop  the  skills  needed 
in  the  office  in  which  the  pupil  is  likely  to  find 
employment?  Certain  .specific  exercises  can 
only  be  determined  after  a  survey  has  been 
made  of  communitj^  needs. 

10.  Are  the  illustrations  and  general  style  of  the 
book  such  as  to  inspire  the  pupil  to  further 
work  and  to  a  more  complete  study  of  the 
fundamental  social  problems  in  record  keep- 
ing? Teachers  may  test  the  modernness  of  the 
illustrations  by  securing  from  up-to-date  local 
industries  and  the  distributors  of  office  ma- 
chines and  equipment,  sample  forms  which  are 
in  everyday  use  in  modern  offices. 

11.  Is  the  print,  ink,  paper  and  binding  of  the 
book  such  as  to  make  it  p.sychologicall}'  cor- 
rect? The  pupil  in  a  bookkeeping  class  must 
have  arranged  about  him  wliile  he  is  record- 
ing, a  number  of  books  and  blanks.  Small 
type,  poor  ink,  and  glare  impose  undue  eye 
strain. 
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12.  Is  the  textbook  organized  so  that  it  lends  itself 
to  effective  organization  of  the  course?  Sets 
should  not  come  in  long,  narrative  form.  Is 
the  textbook  so  organized  that  it  can  be  used 
in  organizing  a  program  of  bookkeeping  on 
the  individual  basis? 

Use  of  the  Textbook 

The  primary  purpose  of  the  textbook  is  to  provide 
in  convenient  form  supplementary  explanations,  ex- 
ercises, and  illustrations.  Extensive  reading  from  a 
text  indicates  poor  technique.  The  textbook  cannot 
be  expected  to  cover  the  full  range  of  material  which 
should  be  included  in  a  bookkeeping  course  and 
should  be  used  as  an  aid  and  a  tool. 

Use  of  the  Key 

The  use  of  a  key  should  be  restricted  to  the  purpose 
for  which  it  is  intended,  and  teachers  who  manifest 
too  great  a  reliance  upon  it  are  certain  to  lose  the 
respect  of  their  pupils.  On  the  other  hand,  as  a 
convenient  tool  to  aid  the  teacher  in  her  check  ups, 
it  is  quite  valuable. 

Practice  Exercises 

The  development  exercise  is  used  in  bookkeeping 
in  presenting  a  new  skill.  It  provides  opportunities 
whereby  the  teacher  may  explain  and  illustrate  by 
work  on  the  blackboard  and  class  discussion  many  of 
the  skills  in  bookkeeping  which  are  technical  and 
practical  in  natui-e.    From  these  exercises  a  plan  can 


be  developed  whereby  the  pupils  may  carry  on  the 
procedure  which  is  illustrated. 

Practice  exercises  are  intended  to  provide  drill  in 
the  fixing  of  skills.  Practice  exercises  also  provide 
opportunities  for  analyzing  individual  differences 
and  developing  remedial  instruction.  The  practice 
set  is  based  upon  the  recording  of  transactions  in  a 
business  narrative,  and  is  to  provide  drill  in  record- 
ing a  series  of  related  skills  which  have  heretofore 
been  taught.  The  following  is  a  suggested  method 
for  using  a  practice  set : 

The  teacher  should  explain  that  the  transactions  in 
a  practice  set  are  not  grouped  according  to  the  nature 
of  the  entry  as  they  were  in  development  and  prac- 
tice exercises,  but  occur  in  the  way  they  might  in 
business ;  that  each  transaction  is  to  be  recorded  in  its 
appropriate  book ;  that  all  transactions  are  to  be 
posted ;  that  profit  and  loss  accounts  should  be 
opened  and  the  necessary  adjustments  recorded ;  and 
that  the  income  statement  and  balance  sheet  should 
be  compiled.  This  discussion  should  be  designed  to 
give  the  pupils  an  overview  concerning  the  work  they 
are  about  to  undertake. 

While  the  practice  set  is  designed  to  provide  drill 
in  performing  the  skills  which  were  taught  in  de- 
velopment and  practice  exercises,  the  teacher  should 
cheek  upon  the  pupil's  knowledge  of  how  to  proceed 
and  reteach  any  skills  concerning  whicli  the  pupil 
might  be  uncertain. 

On  pages  11  and  12  are  models  for  check  sheets 
which  may  be  used  by  the  teacher  in  marking  prac- 
tice sets. 
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SUGGESTED  CHECKING  SHEET  FOR  BOOKKEEPING  SETS 

Part  I 

Journalizing,  Posting,  and  Compiling  a  Trial  Balance 


Name 


.Class   Number    Date 


Score 


I.    Appearance  and  Form  (40  Points) 

1.  Penmanship   

2.  Care  in  keeping  papers  and  books  clean   

3.  Care  in  correcting  mistakes   

4.  Folios  and  Dates   

5.  Ruling  in    Journal   

II.    Journals  (30  Points) 

6.  Correct  Journal  selected  for  the  entry 

P.  J.— S.  J.^C.  R.  J.— C.  P.  J.— G.  J.— V.  R.— N.  R.  J.— N.  P.  J.  date  of 

7.  Every  entry  correctly  made  in: 

P.  J.— S.  J.— 'C.  R.  J.— C.  P.  J.— G.  J.— V.  R.— N.  R.  J.— N.  P.  J.  date  of 

8.  Correct  amounts  entered  in: 

P.  J.— S.  J.^0.  R.  J— C.  P.  J.— G.  J— V.  R.— N.  R.  J— N.  P.  J.  date  of 

9.  No  entry  omitted  in: 

P.  J.— S.  J.— 'C.  R.  J.— C.  P.  J.— G.  J.— V.  R.— N.  R.  J.— N.  P.  J.  date  of 

10.  Explanation  adequate: 

P.  J.— S.  J.— C.  R.  J.— C.  P.  J.— G.  J.— V.  R.— N.  R.  J.— N.  P.  J.  date  of 

11.  Posting  summary  in: 

P.  J.— S.  J.-^C.  R.  J.— C.  P.  J.— G.  J.— V.  R.— N.  R.  J.— N.  P.  J.  date  of 

12.  Footings  in: 

P.  J.— S.  J.— C.  R.  J.— C.  P.  J.— G.  J.— V.  R.— N.  R.  J.— N.  P.  J  


Account 


13.    Footings  brought  down  or  forwarded  in: 

P.  J.— S.  J.— C.  R.  J.— C.  P.  J.— G.  J.— V.  R.— N.  R.  J.— N.  P.  J. 


III.    Ledgers  (30  Points) 


14.    Posting  during  the  period  completed  in: 
G.  L.— S.  L.— P.  L. 


Account 


15.  Postings  correctly  made  to  the:    Account 

G.  L.— S.  L.— P.  L. 

16.  Posting  of  totals  to  the:    Account 

G.  L. 

17.  Accounts  balanced  correctly  in:    Account 

S.  L.— P.  L. 


No.  of  Errors 
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SUGGESTED  CHECKING  FOR  BOOKKEEPING  SETS 

Part  n 

Practice  Set  Work  after  the  Trial  Balance 


Name 


Class  Number    Date 


Score 


I.    Accuracy  (60  Points) 

18.    All  parts  of  the  set  completed 


19. 
20. 
21. 
22. 
23. 
24. 


Calculation  of   

Schedule  of   

Gross  Profit,  Net  Profit,  Net  Capital- 
Adjusting  entry  for   

Closing  entry  for   

Other  items   


II.    Form  (25  Points) 

25.  Correct  Statement  of  headings   

26.  Deduction  to  evaluate  the   Asset — Balance  Sheet 

27.  Adjustments-keyed  in  "Work  Sheet   

28.  Schedules  keyed  with  their  controls   

29.  Order  of  the  closing  entries   

30.  Accounts  balanced  correctly   

31.  Other  items   


III.    Appearance  (15  Points) 

32.  Penmanship   

33.  Papers  kept  clean 

34.  No  erasures   

35.  Ruling   

36.  Other  items   


No.  of  Errors 


Tests 

WHEN  GIVEN 

Pretests  should  be  p^iven  at  the  beginning  of  the 
semester  and  achievement  tests  should  be  given  after 
the  completion  of  each  unit  of  work  or  each  group 
of  units  which  are  closely  related. 

KINDS 

The  kinds  of  tests  sometimes  given  are:  Essay, 
true-false,  multiple  choice,  answer  completion, 
matching,  problem-solving,  and  perhaps  others. 
Teachers  also  use  a  combination  of  these  kinds  in 
one  test.  The  test  may  take  the  form  of  a  rate  test, 
power  test,  or  a  scale  test.  The  characteristics  of 
tests  are:  objective,  subjective,  diagnostic,  achieve- 
ment, and  survey.  The  kind  of  test  best  suited  to 
the  needs  of  the  bookkeeping  pupil  is  one  in  which 
all  the  elements  are  truly  objective,  and  in  which  the 
results  are  capable  of  diagnostic  analysis. 

In  order  to  compose  a  good  test,  the  teacher  should 
first  decide  just  what  knowledges  and  skills  the  pupil 
should  be  tested  upon.    Tests  which  require  only  one 


word  answers  or  a  selection  from  several  possible 
choices  are  very  good  to  test  for  information,  but  are 
of  little  value  in  testing  for  skill.  If  the  teacher 
wishes  to  find  out  whether  the  pupil  can  do  a  par- 
ticular process  such  as  journalizing  or  analyzing  the 
results  of  his  accounts,  the  multiple  choice  type  of 
test  will  not  suffice.  Whenever  possible  he  should  ask 
the  pupil  to  do  the  very  thing  that  would  be  done 
by  a  bookkeeper,  offering  the  pupil  no  more  than  the 
customary  aids.  If  the  test  is  one  on  analyzing  ac- 
counts he  must  first  set  up  the  material  in  the  form 
in  which  it  would  appear  in  the  ledger.  The  ques- 
tions should  reveal  the  pupil's  ability  to  explain  the 
situation.  More  will  be  said  concerning  the  diag- 
nostic value  of  tests  under  "Interpreting  Tests  Diag- 
nostically  for  the  Purpose  of  Providing  Remedial 
Instruction. ' ' 

A  series  of  suggested  tests  follow.  The  first  and 
second  tests  cover  the  work  of  the  first  year :  the 
third  and  fourth  tests,  the  work  of  the  second  year.  In 
the  section  on  "Directions  for  Giving  Tests"  is  de- 
tailed a  suggested  method  for  administering  the  tests. 
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Total  Errors    -  Name  -  Sectioa  „   

TEST  IN  BOOKKEEPING  I 
First  Semester 
Section  I 

Using  the  cash  record  blank  of  John  Martin,  provided  on  the  lower  half  of  this  page,  record  the  following  cash  trana- 
actions : 

Sept.  10 — He  had  a  cash  balance  of  $1.20;  received  his  allowance  from  his  mother,  75c;  spent  for  carfare,  15c;  lunch,  25c; 
school  supplies,  25c. 

11 —  Eeceived  allowance,  75c;  spent  for  carfare,  15c;  lunch,  25c;  paper  tablet,  10c;  pencil,  5c;  candy,  10c. 

12 —  Eeceived  allowance,  75c;  spent  for  carfare,  15c;  lunch,  25c;  notebook  and  paper,  20c. 

13 —  Eeceived  allowance,  75c;  spent  for  carfare,  15e;  lunch,  25c;  candy,  10c;  school  supplies,  20c. 

14 —  ^Eeceived  allowance,  75c;  spent  for  carfare,  15c;  lunch,  25c;  present  for  mother,  50c. 

15 —  ^Earned  for  working  in  a  store,  $1.50;  paid  50e  for  the  World  Almanac;  movies,  25c;  candy,  lOe. 

16 —  Gave  to  church,  30c. 

Eule  and  balance  the  cash  record. 

CASH  EECORD  OF  JOHN  MAETIN 


Date 

Items 

Receipts 

Payments 

Payments  Classified 

Lunch 

Carfare 

Misc. 

Education 

Amuse- 
ments 

Bank 

Cliur 

1  ! 

1 

14 
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Section  11 

Prepare  a  monthly  budget  for  William  WUson's  family 
using  the  following  information: 

$150.00  Monthly  income 

50%  of  his  income  to  be  spent  for  living  expenses 

10%  for  education  or  advancement 

10%  for  recreation 

10%  for  church  and  charity 

20%  for  savings 

BUDGET  OF  WILLIAM  WILSON'S  FAMILY 


Living  Expense  $ 

Education  or  Advancement  $ 

Eecreation  $ 

Church  and  Charity  $ 

Savings  $ 


Section  III 

Using  tlie  "T"  accounts  provided  record  the  following  trans- 
actions : 

Oct.    1 — An  athletic  association  appropriated  $25.00  to  fi- 
nance the  purchase  of  peanuts  and  popcorn  to  be 
sold  at  football  games. 
Purchased  peanuts  for  $15.00. 

2 —  Purchased  popcorn  for  $5.00. 

3 —  Bought  paper  bags  costing  $1.00. 

4 —  Sales  for  the  day  amounted  to  $23.00. 

10 —  Bought  peanuts  and  popcorn  for  $22.00. 

11 —  Sales   amounted   to  $24.00. 

16 —  Bought  bags  costing  $1.00. 

17 —  ^Bought  peanuts  and  popcorn  for  $25.00. 

18—  Sales  amounted  to  $30.00. 


Section  IV 

Compile  an  income  statement  and  a  balance  sheet  from  the  information  contained  in  the  following  account  records  and 
inventory: 


Cash 


Capital 


Purchases 


Sales 


General  Expense 


220.00 


190.00 


80.00 


120.00 


10.00 
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Inventory  of  merchandise  amounted  to  $15.00. 


INCOME  STATEMENT 


BALANCE  SHEET 


16  PENNSYLVANIA  DEPARTMENT  OF  PUBLIC  INSTRUCTION 


Same    Section. 


TEST  IN  BOOKKEEPING  I 

Second  Semester 

Section  I 
Journalizing 

Timo  Ta!cen   Total  Errors_ 

Enter  in  tlie  blank  spaces  after  each  transaction  the  account  to  be  debited  and  the  account  to  be  credited. 

EXAMPLE: 

R.  P.  Banks  begaii  business  investing  $1000.00  in  cash. 

Debit^  Cash  Credit    R.    E.    Banks,  Capital 


1.    Bought  merchandise  from  W.  R.  White  on  account. 

Debit  Credit. 


2.    Paid  rent  for  the  month. 
Debit  


_Credit . 


S.    Sold  to  G.  M.  Gates  merchandise  on  account. 
Debit  


_Credit_ 


4.    Gave  our  note  to  W.  R.  White  to  apply  on  account. 
Debit  


.Credit. 


5.    Paid   the  bookkeeper  his  salary  for  the  month. 
Debit  


.Credit . 


6.    Received  from  G.  M.  Gates  his  note  to  apply  on  account. 
Debit  


Credit . 


(.    Paid  our  note  to  W.  R.  White  due  today. 
Debit  .  


.Credit 


8.    Receivoil  from  G.  M.  Gates  cash  to  apply  on  account. 
Debit  '.  


.Credit . 


9.    Gave  cash  to  W.  R.  White  to  apply  on  account. 
Debi  t  


.Credit 


to.    G.  M.  Gates  paid  his  note  due  today. 
Debi  t  


.Credit 


Total  Errors  a 


( 
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Section  II 
Posting 

This  part  of  the  test  is  an  exercise  in  posting  special  journals.  Two  of  the  items  in  the  cash  receipts  journal  as  illustrated  have  been 
posted.  Finish  the  posting  from  the  cash  receipts  journal  and  post  tne  three  other  journals,  using  the  "T"  accounts  provided.  Be  sure 
to  write  the  name  of  the  account. 


Cash  Receipts  Journal 


Date 

■  D.F. 

Account 

Explanation 

Jan. 

1 

12 

E.  G.  Long,  Capital 
Notes  Receivable 

Investment 

James  Allen's  note 

3000 
100 

00 
00 

Total  Receipts 

3100  00 

E.  G. 

Long,  Capital 

Notes  Receivable 

(c) 

1  (c) 

Cash 

Payments  Journal 

Date 

L.P. 

Account 

Explanation 

Jan. 

1 
2 

General  Expense 
Notes  Payable 

Rent  for  Januiiry 

Paid  note  sent  to  H.  Hall 

lOO 
200 

00 
00 

30 

Balance 

Total  Payments 
on  hand 

30O  00 
280O  00 

3100  00 

(a) 

(b) 

(e) 

2  (a) 
0» 

(c) 

Purchase  Journal 


Date 

L.F. 

Account 

Address 

Terms 

Inv. 
No. 

Jan. 

I 

B.  S.  Reed 

560  Vine  St. 

on  a/c 

1 

201 

00 

■^ 

D.  E.  Koch 

320  Arch  St. 

on  a/c 

2 

101 

00 

Mdse.  Purchases 

I 

300 

00 

(a)  (b)  (e) 

 .     —  —  3  (a) 

(c) 


Sales  Journal 


Date 

L.F. 

Account 

Address 

Terms 

Sales 
No. 

Jan. 

10 
12 

J.   M.  Allen 
B.  S.  Connor 

300  Vine  St. 
200  Gratz  St. 

Mdse.  Sales 

on  a/e 
on  a/c 

1 
2 

50 
150 

CO 
CO 

200 

00 

(a)  (b)  (c) 

 .     .   4  (a) 


Total  errors  a  &  b 


c 
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Section  HI — A 
Analysis  of  Accounts 

In  the  following  illustrations  are  certain  account  records  from    ttie  ledger  of  E.   C.  Richards. 
Cash  O.  R.  Beed  Stone  &  Long 


400.00 
1500.00 


700.00 


200.00 
300.00 
100.00 


200.00 
200.00 


400.00 
300.00 


After  examining  the  accounts  illustrated,   answer  the  following  juestions: 

1.  What  was  the  total  amount  of  sales  made  to  C.  R.  Reed? 

2.  What  was  the  total  amount  of  goods  purchased  from  Stone  and  Long? 

3.  How  much  of  C.   R.   Reed's  account  did  R«ed  pay  to  the  business? 

4.  How  much  of  Stone  and  Long's  account  did  the  business  pay  them? 

5.  How  much  does  C.  R.  Reed  still  owe  the  business? 

6.  How  much  does  the  business  still  owe  to  Stone  and  Long? 

7.  What  were  the  total  cash  receipts? 

8.  What  were  the  total  cash  payments? 

9.  What  was  the  net  amount  of  cash  on  hand  at  the  end  of  the  month? 

10.  How  much  capital  did   Richards  have  at  the  beginning  of  the  month? 


400.00 
200.00 
200.00 


Total  errors 


E.  C.   Richards,  Capital 
Apr.  1—1300.00 


..00 


.00 


.00 


.00 


.00 


.00 


.00 


.00 


.00 


.00 


Section  HI — B 

Five  possible  situations  facing  a  bookkeeper  at  the  end  of  the  month  are  here  illustrated.  Study  each  problem  and  indicate  in  the 
two  blank  spaces,  which  are  provided  at  the  right  of  each  problem,  the  amount  of  gain  or  loss. 


Merchandise  Sales 


80.00 


Merchandise  Purchases 
140.00 


;.  Was  there  a  gross  gain  or  loss,  and  how  much  was  it? 
Merchandise  Sales  Merchandise  Purchases 


80.00 


no.oo 


2.  Was  there  a  gross  gain  or  loss,  and  how  much  was  it? 
Merchandise  Sales  Merchandise  Purchases 


80.00 


IIO.OO 


3.   Was  there  a  gross  gain  or  loss,   and  how  much  was  it? 
Merchandise  Sales  Merchandise  Purchases 


80.00 


110.00 


4.  Was  there  a  gain  or  loss,  and  how  much  was  it?  - 
Merchandise  Sales  Merchandise  Purchases 


120.00 


110.00 


5.  Wa'j  there  a  gain  or  loss,  and  how  much  was  it? 
Five  answers— two  parts  to  each  answer. 


Inventory  (final)— $40.00 


Inventory   (final)— $40.00 


Inventory  (final)— $50.00 

General  Expense 
40.00  I 
Inventory  (final)— $50.00 

General  Expense 
40.00  I 
Inventory  (final)— $50.00 


.00 


.00 


.00 


.00 


.00 


Total  Errors  - 
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Section  IV 
Accoxint  Classification 

In  your  ledger  there  are  four  kinds  of  accounts  according  to  tbe  results  shown  by  their  balances.    These  are: 
1.   Asset  2.    Cost  or  loss  3.    Liability  1.    Gain  or  income 

In  the  following  list  of  five  accounts,  circle  the  kind  to  which  each  belongs. 


EXAMPLE:      Cash  is  an  (asset),  liability,  cost,  or  gain. 

1.  E.  G.  Kaine  (creditor)  is  an  asset,  liability,  cost,  or  gain  account. 

2.  General  Expense  is  an  asset,  liability,   cost  or  gain  account. 

3.  G.  R.  Mason  (customer)  is  an  asset,  liability,  cost,  or  ga:in  account. 

4.  Notes  Payable  is  an  asset,  liability,  cost,  or  gain  account. 

5.  Mdse.  Inventory  (final)  is  an  asset,  liability,  cost,  or  gain  account. 

Total  errors 


Section  V 
Trial  Balance 

Using  the  following  ledger  accounts  of  E.  N.  Dapp,  proprietor,  draw  up  a  trial  balance.  A  form  is  suppUed  in  which  to  make 
?nf  ries. 


E.  N.  Dapp,  Capital 


1500.00 


Cash 


1500.00 
200.00 


200.00 
200.00 


Merchandise  Purchases 


700.00 


100.00 


Merchandise  Sales 


100. OO  600.00 


Notes  Receivable 


200.00 


100.00 


J.  R.  Rhodes 


600. OO 


100.00 
200.00 
100.00 


Notes  Payable 


lOO.OO 


300.00 


S.  R.  Green  &  Co. 


200.00  I 
300.00 
100.00  ! 

General  Expense 


700.00 


lOO.OO 


1. 

E.  N.  Dapp,  Capital 

2 . 

Cash  ' 

3. 

Mdse.  Purchases 

i. 

Mdse.  Sales 

.=1 

J.  R.  Rhodes 

6, 

S.  R.  Green  &  Co. 

7. 

Notes  Receivable  ! 

8. 

Notes  Payable 

9. 

General  Expense 

] 

Tdtal  errors 


20 


PENNSYLYANIA  DEPARTMENT  OF  PUBLIC  INSTRUCTION 


Name 


Class  No. 


TEST  IN  BOOKKEEPING  I 

Third  Semester 
Section  I 
Journalizing 

Enter  debits  and  credits  for  the  following  transactions.  Use  the  "T"  accounts  provided  and  write  the  title  of  each  account  before 
recording  the  entry.     Omit  folios  and  dates.     See  example. 

EXAMPLE:      Bought    goods    on    account    from    S.    H.    Barnes    for  $200.00. 


Entry  recorded: 


Merchandise  Purchases 
200.00 


S.  H.  Barnes 


200.00 


1.    Sent  a  bill  of  goods  to  S.  D.  Brooks  for  $500.00,  accompanied  by  a  30-day  trade  acceptance.    Brooks  accepted  the  trade  acceptance. 


2.    On  February  20,  paid  William  Bacon's  invoice  for  $4CO.0O  dated  February  11,  terms  2/10,  n/SO. 


3.   Received  from  C.  P.  Ford  a  time  draft  in  our  favor  for  $100. 00  drawn  on  and  accepted  by  G.  C.  Mason. 


4.    Received  from  Albert  Smith  his  30-day  note   for  $300.00  and  $2tJU.0O  cash  for  the  balance  to  pay  his  accoimt  in  full. 


5.   Twenty    days    later   discounted   Albert    Smith's   &%    note    for  fiui'.co  at  the  bank. 


Total  errors  in   Section  I 


This  is  a  test  in  posting  the  totals  of  special  journals, 
end  of  Section  II  on  the  next  page. 


Section  II 
Posting  Totals 

Post  the  totals  of  the  three  following  journals  using  the  "T" 
Sales  Journal 


accounts  at  the 


Date 

L.  P. 

Account 

Address 

Terms 

Sales 
No. 

Jan. 

10 

12 

J.  M.  Allen 
R.  S.  Connor 

300  Vine  St. 
200  Gratz  Street 

Mdse.  Sales 

on  a/c 
on  a/e 

1 

2 

50 
150 

00 

00 

200 

00 

Cash  Receipts 


Date 

L.  P. 

Account 

19- 

Feb.  1 
2 
3 
30 
30 

D.  E.  Ide,  Capital 
F.  N.  Rush 
H.  S.  Ross 
Discount  on  Sales 
Cash 

Accounts 

Discount 

Net 

Explanation 

Receivable 

on  Sales 

Receipts 

Investment 

1500 

00 

42S  N.  15th  St. 

80 

00 

i 

OO 

76 

00 

732  N.  12th  St. 

120 

OO 

6 

00 

114 

OO 

10 

00 

Total  Receipts 

1690 

00 

Cosh  Payments 


Date 

L.  F. 

Account 

Explanation 

Accounts 
Payable 

1  Discount 
on  Purchases 

Net 
Payments 

19- 
Peb. 

1 
2 
30 
30 
30 

C.   R.    Ringe    &  Co. 
R.  C.  Pisk  &  Co. 
Discount  on  Purch. 
Cash 
Balance 

Easton,  Pa. 
Scranton,  Pa. 

300 
500 

00 
00 

9 

10 

00 
00 

291 
490 

00 
00 

19 

OO 

781 
909 

00 
00 

1C90 

00 

Cash 

Dis.  on  Sales 

Dis.  on  Purchases 

Sales 

Total  errors  on  Sec.  II 
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Section  III 
Trial  Balance 

In  the  following  exercise  the  bookkeeper  posted  to  the  ledger  correctly,  but  he  made  mistakes  in  his  attempt  to  compile  a  trial  balance. 
Examine  carefully  each  account  on  the  next  page  and  enter  the  correct  balances  in  the  trial  balance  form  below. 


Incorrect  Trial  Balance,  June  30,  1931 


Correct  Trial  Balance,  June  30,  1931 


E.  R.  Raine,  Cap. 

3000 

00 

E.  R.  Raine.  Cap. 

Cash 

882 

00 

Cash 

Mdse.  Purchases 

1500 

00 

Mdse.  Purchases 

Mdse.  Sales 

1800 

oo 

Mdse.  Sales 

Dis.  on  Purchases 

18 

00 

Dis.   on  Purchases 

Dis.    on  Sales 

12 

CO 

Dis.  on  Sales 

R.  J.  Fslls 

1200 

oo 

R.  J.  Fells 

Notes  Receivable 

500 

00 

Notes  Receivable 

S.  R.   Lee  &  Co. 

1500 

00 

S.   R.  Lee  &  Co. 

Totals 

■  539i 

00 

5018 

00 

Totals 

Total  errors  in  Section  III 


LEDGER 
E.  R.  Raine,  Capita 


June 


15  Withdrawal 


CP.      6       ICOO   00  -June 


1  I  Net  Capital 


C.R.      5       3000  ,  W 


Cash 


June 

1 

C.R 

5 

300O 

00 

June 

30 

30 

C.R. 

5 

882 

00 

CP.       0        1588  W 


Mdse.  Purchases 


June       I  30 


1500  I  00 


Mdse.  Sales 


June 


30 


S      3       1800  W 


Discount  on  Purchases 


June  30 


CP.      6  12  00 


Discount  on  Sales 


June 

30 

CR. 

0 

18 

00 

R. 

J. 

Pells 

June 

4 

S. 

3 

800 

OOUune 

5 

N.R. 

7 

300 

00 

9 

S. 

3 

40O 

OO 

N.R. 

7 

200 

OO 

Notes  Receivable 


June 

3 

CP. 

6 

600 

00 

June 

2 

P. 

4 

1000 

00 

June 

W 

P. 

4 

500 

00 

22 


PENNSYLVANIA  DEPARTMENT  OF  PUBLIC  INSTRUCTION 


Section  IV — A 


Negotiable  Instruments 


§600.00 


Philadelphia,  Pa.  Jan.  2,  193 


Thirty 


days  after  date  pay  to  tlie  order  of  John  White 


Six  hiindred  and  no/100 


Dollars 


At  the  Second  National  Bank 


Value  reoeived  and  charge  to  the  account  of 

To:      James  Moore 
Chester,  Pa. 


Harry  Mann 


Fill  in  the  blank  spaces: 

1.  Is  the  above  instrument  a  sight  or  time  draft? 

2.  The  drawer  is   

3.  The  payee  is   

4.  The  drawee  is   

5.  The  day  of  maturity  is    Total  errors  in  See.  IV — A 


Circle  the  correct  answer  in  each  of  the  following  questions : 

1.  If  the  above  negotiable  instrument  were  discounted  on  Jan.  12,  the  term  of  discount  would  be  30  days,  20  days,  21  days, 
10  days. 

2.  If  the  term  of  discount  were  60  days,  the  discount  would  be  $1.00,  $9.00,  $6.00,  $3.00. 

3.  If  the  term  of  discount  were  30  days,  the  proceeds  would  bo  $590.00,  $394.00,  $599.00,  $597.00. 

4.  If  it  were  a  60-day  interest-bearing  note,  the  value  at  maturity  would  be  $660.00,  $606.00,  $603.00,  $600.00. 

5.  If  it  were  a  40-day  interest-bearing  note  and  the  term  of  discount  were  30  days,  the  net  amount  of  interest  earned  would 
be  $6.00,  $3.02,  $.98,  $4.00. 


Section  IV — B 


Total  errors  in  Sec.  IV — B 
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Section  V — A 
Profit  &  Loss 

Five  possible  situations  ivhich  might  face  a  bookkeeper  at  the  end  of  the  month  are  as  follows:  Study  each  problem  and  write  the  answer 
in  the  blank  spaces. 

Mdse.  Sales 


Mdse.  Purchases 


150.00 


Mdse.  Purchases 


160.00 


Inventory  $30. CO 


Mdse.  Sales 


180.00 


160.00 


Inventory  ?30  00 


Was  there  a  gross  gain  or  loss,  and  how  much  was  if/ 


Mdse.  Purchases 


Mdse.  Sales      General  Expense 


ISO.  CO 


Was  there  a  net  gain  or  loss,  and  how  much  was  it? 


160.00  20.00 


Inventory  $30.00 


Mdse.  Pmctases 
180.00 


Mdse.  Sales      General  Expense 


Was  there  a  net  gain  or  loss,  and  how  much  was  itV 
Purchases 


160.00  20.00 

Inventory  $30.00 

Sales        General  Expense 


180  iXl 


Was  there  a  net  gain  or  loss,  and  how  much  was  it? 
Five  answers. 


160.00  20.00 

Inventory  $30.00 


Interest  Earned 
30.00 


What  was  the  cost 
of  sales?  .00 


.00 


.00 


Interest  Earned 
30.00 


.00 

Dis.  on  Sales 
40.00 


.00 


Total  errors  in  Section  Y-A- 


Section  V-B 
Statements 

The  following  is  a  record  of  the  accounts  of  J.  R.  Reed,  proprietor,   as  of  September  30,  1931: 


J.  R.  Reed,  Capital 

Sept.  1-3000.00 


Mdse.  Purchases 
3900.00 


P.  J.  Stone 
550.00 


Cash 


5746.00 


Mdse.  Sales 


3918.00 


2900.00 


N.  L.  Myers 


500.00 


Dis.   on  Purchases 


40.00 


General  E.xpense 


150.00 


Interest  Paid 


12.00 


The  merchandise  inventory  on  September  30  was  $1500.00 
from  the  records  of  the  above  accounts  and  inventory,  fill  in  the   following  blanks: 

1.  The  net  amount  of  cash  on  hand  was  $  .00. 

2.  The  total  assets  amounted  to  $  .00. 

3.  The  total  liabilities   amounted   to   $  .00. 

4.  The  amount   of  other   income  in   addition   to   income  from  sales    was  $ 

5.  The   amount  of  other  expenses  in  addition  to  cost  of  sales  was  $ 


.00. 

.00. 

Total  errors  in  Section  V-B- 
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FE^^NBYLYANIA  DEPABTMENT  OF  PUBLIC  INSTRUCTION 


Name 


Class  No. 


Time  Taken 


TEST  IN  BOOKKEEPING  II 
Fourth  Semester 

Section  I 
Journalizing 


Total  Errors 


Show  the  debits  and  credits  for  each  of  the  following  transactions.  Use  the  "T"  accounts  provided  and  write  the  title  of  each 
accomnt  before  recording  the  entry.    Omit  folios  and  dates.    See  example. 


EXAMPLE:    We  receive  a  check  from  J.  B.  Carr  for  $200.00  in  payment  of  his  note  due  today. 


Entry  recorded: 
Notes  Eeeeivable 


Cash 


200.00 


200.00 


1.   We  receive  a  note  from  the  bank  that  our  interest-bearing  note  for  if:;!00.0O  in  favor  of  Wm.  White  is  at  the  bank  for  cnllpctinn  w<. 
pay  the  note  and  interest  by  check.    The  amount  of  the  interest     is  $:!.C0.  collection.  We 


2.  We 

have  a  notice  from 

the  bank 

that  it  has  collected  C.  P. 

Jordan's  trade  acceptance  for  $1,000.00  due  today. 

.3.  We 

pay  the  payroll  consisting  of 

OflBce  Salaries  $100.00  and 

Salesmen's  Salaries  $150.00. 

4.   We  pay   from  the  petty  cash  drawer  $2.00  for  grease  for  the  delivery  truck  and  $3.00  for  stamps. 


Our  customer,  William  S.  Adams,  who  owes  us  a  balance  of  $500.00  can  not  pay  his  debts.    He  effected  a  r>nmr„-nTTHco 

by  agree--ng  to  pay  60  cents  on  the  dollar  which  we  accept.    He  sends  us  a  cheek  for  the  amount  agreed  Spon  '="'3"°" 


Total  errors  in  Section  1 
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Section  II 
Posting  Totals 


This  is  a  test  in  posting  the  totals  of  special  journals.  Post  the  totals  of  the  following  journals  using  the  "T"  accounts  provided. 
Bemember  to  write  the  name  of  the  account  over  the  "T". 

Cash  Receipts  Journal 


Datd 

r 

Account 

Explanation 

Cash 

Discount 
on  Sales 

Accounts 
Receivable 

Sales 

Interest 
•Paid 

General 
Ledger 

Apr. 

1 

Balance 

1360 

50 

1360 

50 

2 
3 
4 

Roberts  &  Co. 
Notes   Eec.  Dis. 
Sales 

3/25-2% 
Barr  3/18 
B.  S.  Trey 

588 
798 
:  400 

00 
OO 
00 

12 

OO 

600 

00 

400 

00 

2 

00 

800 

OO 

1786 

00 

12 

00 

600 

00 

400 

00 

2 

00 

800 

00 

Cash  Payments  Journal 


Date 

F 

Account 

Explanation 

Cash 

Discount 
on  Purch 

Accounts 
Payable 

General 

j  Expense 

Selling 

Expense 

General 
Ledger 

19- 
Apr. 

2 
3 
4 
5 

Lang  &  Co. 
Selling  Expense 
General  Expense 
Notes  Payable 

3/23-2% 
Salary 
Office  Exp. 
Cook  3/6 

686 

!  1 

100 

00 
50 
00 
OO 

14 

00 

700 

OO 

5 

00 

53 

50 

100 

00 

844 

50 

14 

00 

700 

OO 

5 

00 

53 

50 

100 

00 

May  1 

Balance 

1  2302 

oo" 

2302 

00 

I'en  answers 


Total  errors- 
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PENNSYLVANIA  DEPARTMENT  OF  PUBLIC  INSTRUCTION 


Section  III 
Account  Classification 

Classification 

Classify   each   item   below   according  to  the  classification   on   the  Accrued  Asset  Accrued  Liability 

right.    Write  after  each  the  class  to  which  it  belongs.  Deferred  Asset  Contingent  Liability 


1.  Office  Salaries  Accrued. 

2.  Interest  Accrued  on  Notes  Receivable 

3.  Insurance  Prepaid 

4.  Notes  Receivable  Discounted 

5.  Inventory  of  fuel  on  hand 


Classify  each  account  below  according  to 

the  classification  on  the 

Classification 

right.    Write  after  each  the  class  to  which 

it  belongs. 

Valuation 

Controlling 

0.  Accounts  Payable 

7.  Reserve  for  Depreciation  on  Furniture  &  Fixtures 

8.  Notes  Receivable  Discounted 

9.  Reserve  for  Bad  Debts 
10.  Accounts  Receivable 


Classify   each  item  below 

according  to  the 

classification  on  the 

Classification 

right.    Write  after  each  the 

class  to  which  it 

belongs. 

Asset 
Liability 

Expense 
Income 

or  loss 
or  gain 

11.  Bad  debts 

12.  Accounts  Receivable 

13.  Expired   insurance  on  merchandise 

14.  Inventory  of  Delivery  Department  Supplies 

15.  Interest  Earned 

Fifteen  answers 


Total  errors 


Section  IV 
Computations 

1.  The  Third  National  Bank  has  collected  our  sight  draft  for  $347.56.  They  charge  us  1/10%  for  collecting  it.  Find  the  collection  char" 
and  the  net  receipts.    Show  the  answers  on  the  lines  provided.  " 


Collection 


-Net  receipts 


2.  We  take   advantage  of  a  discount  on  a  bill  for  $346.00.    The  discount  rate  is  21/2%. 

Discount  isret  proceeds  —  

3.  We  receive  payment  from  a  customer  for  his  CO-day  interest-bearing  note  for  $840.00. 
The  rate  of  interest  is  6%. 

Interest   


 Amount  Paid 

4.  On  Jan.  2  we  discount  a  90-day  note  of  Dec.  18.    Face  of  note  $845. 00. 

Discount    ■  Ket  Proceeds  ■ 

5.  On  Jan.  15  we  discount  an  interest-bearing  note  of  Dec.  1  for  $1C;00.00. 
Time,  90  days. 

Interest  Earned  ■  Proceeds   

Ten  answers 


Total  Errors 
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Section  V 
Statements 

From  the  following  trial  balance  and  adjustment  data  fill  in  the  blank  spaces  provided. 

Trial  Balance  of  William  Armour,  June  30,  19_. 


Merchandise  Inventory 
Cash 

Furniture  and  fixtures 
Merchandise  Purchases 
Merchandise  Sales 
Discount  on  Purchases 
Discount  on  Sales 
Accounts  Receivable 
Accounts  Payable 
Notes  Receivable 
Notes  Payable 
Interest  Earned 
Interest  Paid 
Insurance  Prepaid 
General  Expense 
William  Armour,  Capital 


Adjustments:    Inventories  July  31:    Merchandise  $40.00     Expense  $5.00  Insurance   unexpired  $60.00 
Fixtures  10% 


100 

00  1 

1250 

00 

50 

00 

300 

00 

550 
10 

00 
00 

20 

00 

200 

00 

SCO 

00 

300 

00 

470 

5 

00 
Off 

15 

00 

80 

oo 

20 

oo 

1000 

00 

2335 



00 

2:335 

00 

Rate   of   Depreciation    on    Furniture  & 


1.  The  total  amount  realized  from  sales  was 

2.  The  old  merchandise  inventory  was  —  

3.  The  total  cost  of  purchases  was   

4.  The  cost  of  sales  was   


5.    The  Gross  Profit  or  margin  was 


6.  The  amount  of  expenses   consumed  was 

7.  The  amount  of  insurance  expired  was  — 


8.  The  amount  of  depreciation  on  furniture  and  fixtures  was 

9.  The  total  liabilities   amounted  to   

10.   The  total  assets  amounted  to  


Ten  answers 


Total  errors- 


DIRECTIONS  FOR  GIVING  TESTS 

By  Whom  Given 

If  possible  tests  should  be  given  by  the  department 
head  or  by  a  teacher  who  does  not  teach  any  of  the 
classes  tested.  Classes  may  be  combined  while  tak- 
ing the  test. 

Preparation 

Before  beginning  the  test,  pupils  should  clear  their 
desks  and  be  provided  with  a  marking  pencil.  A 
copy  of  the  test  should  be  placed  on  each,  desk  and 
the  pupils  should  be  instructed  not  to  begin  until  the 
signal  is  given. 

Directioyis  to  Pupils 

This  is  an  exercise  covering  all  the  work  you  have 
had.  Now  turn  the  test  face  up  and  fill  in  the  blanks 
provided  for  your  name  and  your  class  designation. 
Be  sure  to  read  carefully  the  directions  at  the  begin- 
ning of  each  section.  "When  you  have  finished  you 
will  find  on  the  blackboard  a  figure  which  indicates 
the  number  of  minutes  you  have  spent  on  the  test. 


AA'^rite  this  time  at  the  top  of  the  first  page.  You  wall 
be  allowed  thirty  minutes.  Start  the  test  when  told 
to  begin. 

Timing  the  Test 

The  person  giving  the  test  should  begin  to  record 
the  time  on  the  blackboard  after  about  ten  minutes. 
He  should  record  the  elapsed  time  every  minute.  At 
the  end  of  thirty  minutes,  he  should  say  :    ' '  Stop  ! ' ' 

Scoring  the  Test 

The  pupils  may  score  their  own  papers.  In  order 
to  score  the  tests  uniformly,  the  person  giving  the 
test  should  read  from  the  answer  sheet  and  make  sure 
that  the  pupils  place  the  correct  number  of  errors  in 
the  blank  spaces  at  the  bottom  of  each  section.  An 
error  should  be  indicated  by  making  a  cross  through 
the  mistake.  All  errors  should  be  added  and  entered 
at  the  top  of  the  first  page. 

Reporting  the  Results 

Report  results  for  each  class  on  the  score  sheet  ac- 
companying the  test.  A  sample  of  the  score  sheet 
filled  in  is  given  on  page  28. 
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PENNSYLVANIA  DEPARTMENT  OP  PUBLIC  INSTRUCTION 


SCORE  SHEET 


Subject— Bookkeeping-  I 
Date— September  2i,  1932 
Class  Number— lO-A-41 
No.  of  Test— 1 


Sec.  I— a— Total  errors— special  journals 
Sec.  I— b— &  c — Total   errors- journalizing 
Sec.  II— a   &  b— Total  errors— daily  posting 
Sec.  II— c— Total  errors— posting  totals 
Sec.  Ill— Total  errors— classes  of  accounts 
Sec.  IV— Total  errors— debit  &  credit  balances 
Sec.  V— Total  errors— profit  and  loss 


Section  I 

Section  II 

Sec. 

Sec. 

Sec. 

Time 

in 

- 

Minutes 

a 

b  &  c 

a  &  b 

O 

TTT 
ill 

IV 

V 

TOTAL 

Pupil  isumber  1 

30 

1 

U 

A 
{J 

t\ 
yj 

1 

0 

0 

2 

2 

1 

1 

0 

4 

1 

0 

2 

9 

S 

20 

i. 

U 

4 

1 

1 

1 

9 

4 

24 

1 

2 

0 

2 

4 

0 

0 

9 

5 

20 

2 

0 

3 

1 

0 

0 

3 

9 

6 

25 

2 

3 

1 

1 

2 

0 

0 

9 

7 

25 

2 

0 

3 

4 

0 

0 

1 

10 

8 

20 

2 

0 

4 

4 

1 

0 

0 

11 

9 

25 

0 

2 

4 

3 

0 

0 

3 

12 

10 

30 

2 

2 

3 

3 

4 

0 

0 

14 

11 

20 

1 

4 

2 

4 

2 

0 

3 

16 

12 

20 

3 

6 

4 

4 

0 

0 

1 

18 

13 

141 

2 

8 

0 

4 

3 

0 

2 

19 

14 

22 

3 

6 

1 

2 

2 

2 

3 

19 

15 

30 

2 

10 

4 

1 

2 

0 

1 

20 

le 

28 

5 

3 

4 

1 

3 

1 

3 

20 

17 

27 

3 

6 

2 

2 

5 

3 

0 

21 

18 

25 

1 

e 

0 

4 

7 

0 

3 

21 

19 

20 

1 

13 

4 

2 

1 

2 

0 

23 

20 

25 

3 

s 

6 

4 

3 

2 

1 

24 

21 

25 

5 

4 

7 

2 

3 

1 

2 

24 

22 

20 

5 

9 

2 

1 

7 

1 

0 

25 

23. 

30 

4 

11 

3 

3 

4 

3 

3 

31 

24 

22 

6 

16 

2 

1 

5 

0 

2 

32 

25 

30 

2 

12 

6 

4 

6 

2 

3 

35 

26 

22 

7 

12 

4 

3 

4 

2 

3 

35 

27 

27 

5 

15 

6 

4 

6 

1 

0 

37 

28 

30 

7 

14 

5 

4 

6 

0 

3 

39 

29 

30 

4 

15 

7 

4 

6 

7 

3 

46 

Total  Errors 

83 

186 

87 

80 

89 

28 

46 

599 

Per  cent  of  answers  incorrect 

15.9 

71.3 

50.0 

92.0 

34.1 

10.7 

26.4 

34.4 

Per  cent  of  answers  correct 

84.1 

28.7 

50.0 

8.0 

65.9 

89.3 

73.6 

65.5 

From  a  study  of  this  score  sheet,  teachers  will  ob- 
serve that  the  range  of  errors  was  2  to  46 ;  the  upper 
quartile,  11 ;  the  median,  20 ;  the  lower  quartile,  25. 

The  summary  at  the  bottom  of  the  score  sheet  shows 
class  achievement.  It  shows  in  which  section  of  test 
pupils  were  weakest  and  in  which  they  were  strong- 
est. For  each  pupil  a  similar  record  will  be  found 
by  following  the  figures  opposite  his  number.  The 
score  sheet  is  valuable  for  the  use  of  the  teacher,  prin- 
cipal, or  supei-visor  because  it  gives  a  siimmaiy  of 
class  results,  but  the  teacher  should  carry  the  analysis 
further.    He  should  study  the  types  of  errors  made, 


ascertain  if  possible  the  cause  for  making  them,  and 
study  particularly  the  difficulties  of  his  poorer  pupils. 

INTERPRETING  TESTS  FOR  THE  PURPOSE 
OF  PROVIDING  REMEDIAL  INSTRUCTION 

The  diagnosis  of  pupils'  errors  is  an  important  step 
in  testing  upon  the  completion  of  each  luiit  of  work. 
It  is  especially  important  to  diagnose  the  cause  for 
errors  and  to  provide  remedial  teaching  during  the 
first  few  weeks  of  a  semester. 

To  assist  tlie  teacher  in  making  a  diagnosis  of  class 
errors,  the  committee  has  made  a  diagnostic  analysis 
of  the  results  of  the  test  shown  on  page  29. 
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ANALYSIS  OF  ERRORS 

In  order  to  explain  clearly  the  method  of  analyzing  errors  the 
I  following  graph  has  been  constructed.  The  graph  shows  how  the 
twinty-nine  pupils  responded  to  each  of  the  sixty  questions.  The 
numbers  of  the  questions  are  arranged  vertically  and  each  bar  rep- 
resents the  number  of  pupils  who  failed  in  a  particular  question, 
www  For  example,  in  question  3a  of  Section  I,  five  pupils  failed;  in 
question  4a,  twenty-seven  pupils  failed. 

As  the  errors  scattered  over  the  whole  test  group  themselves  about 
certain  topics,  marks  have  been  plac<'d  to  the  left  of  the  bars  label- 
ing the  difficulties  belonging  together.  Many,  for  example,  are 
marked  with  *.  These  deal  with  entries  in  the  notes  payable  account, 
notes  payable  journal,  and  postings  from  that  journal.  Bars  marked 
with  #  call  attention  to  entries  in  the  notes  receivable  journal,  and 
postings  to  the  notes  receivable  account.  Those  marked  with  ^  deal 
with  the  purchases,  sales,  inventory  accounts,  and  finding  the  profit 
and  loss.  Bars  marked  with  *.  deal  with  the  purchases  journal, 
sales  journal,  and  postings  from  them.  Those  preceded  by  §  call 
attention  to  the  purpose  of  the  general  journal  and  the  types  of 
transactions  that  should  be  entered  in  it.  Bars  marked  with  t  deal 
with   the  general   expense  account. 

REMEDIAL  INSTRUCTION 
These  markings  give  the  lesson  topics  about  which  to  build  remedial 
instruction.    Let  us  consider  bars  marked  *.    These  show  the  need 
for  reteaching  the  work  of  the  bookkeeper  when  he  deals  with  notes 
payable. 

In  preparation  for  this  lesson,  the  teacher  should  emphasize  the 
purpose  of  notes,  and  have  the  class  review  carefully  the  form  of 
a  promissory  note. 

He  should  then  review  the  notes  payable  journal  making  sure  the 
pupils  know  what  information  is  entered  in  each  column.  He  should 
also  review  the  cash  payments  when  the  note  is  paid. 

As  a  special  drill  upon  the  proper  recording  of  notes  payable,  each 
pupil,  under  the  direction  of  the  teacher,  should  perform  the  follow- 
ing drills: 

Prepare  in  his  notebook  forms  for  the  notes  payable  journal,  cash 
receipts  and  payments  journals,  and  the  necessary  ledger  accounts 
for  posting  three  notes  payable,  each  made  payable  to  the  same 
person.  The  pupils  should  record  the  three  notes  in  the  notes  payable 
journal;  the  teacher  should  provide  each  pupil  with  enough  college 
currency  to  pay  the  notes;  the  pupils  should  enter  this  cash  in  the 
cash  receipts  journal.  Assuming  that  the  due  date  for  two  of  the 
notes  has  arrived,  they  should  pay  them  and  record  the  payment  of 
them  in  the  notes  payable  and  cash  payments  journals,  then  post 
these  entries.  After  posting,  the  pupil  should  rule  the  notes  payable 
journal  and  post  the  total. 

The  teacher  and  class  should  now  review  orally,  step  by  step,  the 
important  points  of  the  lesson  emphasizing  the  reason  why  each  entry 
was  made  in  the  manner  stated.  The  teacher  may  provide  additional 
exercises  of  a  similar  nature  applicable  to  any  other  difficulty  which 
the  pupil  may  have. 

To  sum  up.  the  steps  in  bookkeeping  diagnosis  are:  First,  obtain 
a  record  of  the  class  performance  on  a  test  by  computing  the  range, 
upper  quartile,  median,  and  lower  quartile  of  the  class.  If  possible 
compare  these  results  with  those  of  other  classes  taking  the  sama 
test.  Second,  tabulate  the  errors  in  order  to  determine  the  frequency 
of  occurrence  of  each  error.  Third,  arrange  the  errors  in  groups 
according  to  type  or  kind.  Fourth,  if  possible,  discover  what  caused 
pupils  to  make  each  kind  of  error.  Fifth,  construct  lesson  plana 
providing  in  them  for  the  reteaching  of  knowledges  and  stills  in  which 
any  considerable  number  of  pupils  are  weak.  Only  in  this  way  can 
the  teacher,  at  the  beginning  of  a  learning  unit,  be  sure  that  lie  can 
proceed  with  the  teaching  of  new  knowledges  and  skills. 


Part  II 

Course  of  Study  in  Bookkeeping 

BOOKKEEPING  I 
First  Year 


UNIT  I    TO  KEEP  THE  RECORDS  OF  PER- 
SONAL BUSINESS  AFFAIRS 

Specific  Ohjectives  and  Suggested  Activities 

1.  Study  the  financial  problems  of  the  individual. 
The  first  lesson  in  bookkeeping  should  give  the 
pupil  an  overview  concerning  the  value  and 
method  of  keeping  business  records  relating  to 
a  person.  The  teacher  should  contrast  the 
knowledge  and  feeling  of  security  which  a  per- 
son enjoys  who  keeps  such  records,  with  the 
lack  of  knowledge  and  money  management 
which  one  suffers  who  does  not.  Also  describe 
some  of  the  methods  by  which  individuals  keep 
records  of  their  personal  business  affairs.  These 
personal  business  records  include  the  prepara- 
tion of  budgets,  keeping  cash  records  as  a  check 


on  the  operation  of  budgets,  and  summarizing 
receipts  and  expenditures  in  statement  form. 

2.  Ascertain  how  much  one  is  worth.  Eaise  the 
question:  "How  can  one  find  out  how  much 
he  is  worth?"  Develop  by  means  of  explana- 
tion and  illustration  the  method  of  compiling 
a  list  or  inventory  of  a  person's  possessions,  a 
list  of  his  debts,  and  a  statement  of  his  net 
worth.  The  statement  of  net  worth  may  be 
converted  into  an  equation  in  which  it  is  shown 
that : 

Things  owned  —  things  owed  =  net  worth. 
Things  owned  =  things  owed  +  net  worth. 
In  the  case  where  a  person  owes  nothing : 
Things  owned  =  net  worth.  Follow  the 
development  by  compiling  simple  statements 
of  net  worth. 
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3.  Keep  a  simple  cash  record.  Explain  the  im- 
portance of  cash  records  and  how  necessary 
it  is  to  keep  them  accurately.  Develop  by 
means  of  explanation  and  illustration  the  form 
and  use  of  a  simple  personal  cash  record,  such 
as  a  pupil  might  keep. 

4.  Compile  a  personal  budget.  Discuss  the  ad- 
vantages of  compiling  personal  budgets.  This 
compilation  includes  a  determination  of  the 
proportions  of  income  that  should  be  spent  for 
various  purposes.  The  proportions  of  income 
which  are  allowed  in  the  budget  for  each  pur- 
pose .should  be  determined  by  reference  to  pre- 
viously kept  cash  records.  In  the  development 
of  the  lesson,  write  a  budget  following  the  plan 
described. 

5.  Keep  a  classified  cash  record.  Discuss  the  ne- 
cessity of  keeping  a  cash  record  to  be  used  as 
a  check  on  the  budget,  and  how  this  may  be 
done.  In  the  presentation  part  of  the  lesson, 
illustrate  how  a  classified  cash  record  should 
be  written  and  in  the  application  part  require 
pupils  to  write  one  or  more. 

6.  Compile  a  statement  of  income  and  expendi- 
tures. Compile  for  the  pupils  a  statement  of 
income  and  expenditures  using  as  the  data  for 
it  one  of  the  cash  records  written  as  an  exer- 
cise in  the  foregoing  section.  Require  pupils 
to  compile  similar  statements. 

7.  Compile  a  statement  of  net  worth.  Compile 
for  the  pupils  a  statement  of  net  worth  show- 
ing how  such  statements  should  be  made  at  the 
end  of  a  period.  When  compared  with  the  net 
worth  statement  which  was  made  at  the  begin- 
ning of  this  period,  the  increase  or  decrease  in 
net  Avorth  is  revealed.  Write  an  equation  of 
the  net  worth  statement  similar  to  the  one  il- 
lustrated in  Section  2. 

UNIT  II— TO  KEEP  THE  RECORDS  OF  A  PER- 
SONAL BUSINESS  ENTERPRISE 

Specific  Objectives  and  Suggested  Activities 

1.  Study  the  problems  involved  in  organizing  a 
small  personal  enterprise.  Call  to  the  atten- 
tion of  the  class  the  fact  that  some  boys  and 
girls  earn  money  by  conducting  a  newspaper 
or  magazine  route,  selling  cards,  candy,  or  in 
other  ways.  Discuss  the  problems  involved 
in  obtaining  the  money  to  begin  business,  how 
•■.0  secure  customers,  how  to  satisfy  customers, 
and  the  importance  of  keeping  orderly  records. 
Also  make  it  clear  that  when  a  boy  or  girl 
owns  and  imns  a  small  business  enterprise,  he 
should  keep  the  records  relating  to  it  separate 
from  any  other  records  he  may  desire  to  keep. 

If  the  school  is  located  in  an  agricultural 
community,  it  is  suggested  that  these  records 
be  kept  on  an  agricultural  enterprise.  In  order 
to  initiate  such  a  study,  the  following  sugges- 
tions are  offered : 

Study  the  problems  involved  in  organizing 
and  carrying  through  to  completion  a  single 


agricultural  enterprise.  Keep  in  mind  that 
such  an  enterprise  involves  planning,  produc- 
tion and  marketing.  Junior  projects  such  as 
would  be  conducted  in  connection  with  a  gen- 
eral course  in  agriculture  as  outlined  in  the 
State  Department  of  Public  Insti-uction  Bulle- 
tin No.  15  provides  opportunity  for  such  rec- 
ords. 

If  there  is  an  agrieultiiral  department  in  the 
high  school,  the  vocational  agricultural  home 
project  offers  an  excellent  opportunity  for 
keeping  business  records.  The  home  project 
requires  a  plan ;  a  budgei  must  be  set  up  in 
addition  to  the  many  problems  involved  in 
marketing. 

2.  Compile  an  initial  net  worth  statement.  Show 
by  compiling  a  simple  net  worth  statement  of 
the  enterprise  that  the  cash  investment  equals 
the  capital  or  net  worth  of  the  business  enter- 
prise at  its  beginning.  Express  this  fact  also 
by  means  of  an  equation  similar  to  the  one 
used  in  Unit  I,  Section  2. 

3.  Keep  a  cash  record.  Develop  by  means  of  ex- 
planation and  illustration  the  method  of  re- 
cording the  cash  receipts  and  expenditures  for 
a  small  personal  business  enterprise. 

4.  Compile  an  income  statement.  Compile  for 
the  pupils  an  income  statement  using  as  the 
data  for  it  the  cash  record  written  as  directed 
in  the  foregoing  paragraph.  Rec[uire  pupils 
to  compile  similar  statements. 

5.  Coynpile  a  statement  of  net  worth.  Compile 
for  the  pupils  a  statement  of  net  worth  show- 
ing how  such  statements  should  be  made  at 
the  end  of  a  business  period.  When  compared 
with  the  net  worth  statement  which  was  com- 
piled at  the  beginning  of  the  period,  the  in- 
crease or  decrease  in  net  worth  is  revealed. 
Write  an  equation  similar  to  the  one  illustrated 
in  Section  2.  Compare  the  method  of  showing 
this  increase  by  means  of  an  income  statement 
witli  the  method  of  showing  it  by  means  of 
two  consecutive  net  worth  statements. 

UNIT  III— TO  KEEP  THE  RECORDS  OF  A  FAM- 
ILY'S FINANCIAL  AFFAIRS 

Specifi,c  Ob jectives  and  Suggested  Activities 

1.  Study  the  financial  problems  of  the  family. 
The  first  lesson  in  this  unit  should  give  the 
pupil  an  overview  concerning  the  value  of 
keeping  business  records  relating  to  a  family. 
The  teacher  should  contrast  the  knowledge  and 
feeling  of  security  which  a  family  enjoys  when 
it  keeps  such  records  with  the  lack  of  knowl- 
edge and  money  management  which  it  suffers 
when  it  does  not.  Also  describe  some  of  the 
methods  by  which  heads  of  families  keep  rec- 
ords of  their  business  affairs.  These  family 
business  records  include  the  preparation  of 
budgets,  keeping  cash  records  as  check  on  the 
operation  of  budgets,  and  summarizing  receipts 
and  expenditures  in  statement  form. 
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2.  Compile  an  initial  statement  of  net  worth.  Ask 
the  question :  ' '  How  does  the  family  ascertain 
its  net  worth?"  Develop  by  means  of  ex- 
planation and  illustration  the  method  of  com- 
piling a  list  or  inventory  of  a  family's  posses- 
sions, a  list  of  the  family's  debts  and  a  state- 
ment of  the  family's  net  worth.  The  state- 
ment of  net  worth  may  be  converted  into  an 
equation  as  explained  in  Unit  1,  Section  2. 

3.  Compile  a  family  budget.  Discuss  the  advan- 
tages of  compiling  family  budgets.  The  com- 
pilation includes  a  determination  of  the  pro- 
portions of  income  that  should  be  spent  for 
the  various  purposes.  The  proportions  of  in- 
come which  are  allowed  in  the  budget  for  each 
purpose  should  be  determined  by  reference  to 
previously  kept  cash  records.  In  the  devel- 
opment of  the  lesson,  write  a  budget  follow- 
ing the  plan  described. 

4.  Keep  a  classified  cash  record.  Discuss  the  ne- 
cessity of  keeping  a  cash  record  to  be  used  as 
a  check  on  the  budget,  and  how  this  may  be 
done.  In  the  presentation  part  of  the  lesson, 
illustrate  how  a  classified  cash  record  should 
be  wTitten  and  in  the  application  part,  require 
pupils  to  write  one  or  more. 

5.  Compile  a  statement  of  income  and  expendi- 
tures for  the  family.  Compile  for  the  pupils 
a  statement  of  income  and  expenditures  using 
as  the  data  for  it  one  of  the  cash  records  writ- 
ten as  an  exercise  in  the  foregoing  section. 
Require  pupils  to  compile  similar  statements. 

6.  Compile  a  statement  of  net  worth.  Compile 
for  the  pupils  a  statement  of  net  worth  show- 
ing how  such  statements  should  be  made  at 
the  end  of  a  certain  period.  When  compared 
with  a  net  worth  statement  which  was  made 
at  the  beginning  of  this  period,  the  inerpase 
or  decrease  in  net  worth  is  revealed.  Write 
an  equation  similar  to  the  one  written  as  part 
of  the  work  called  for  in  Section  2. 

UNIT  IV— TO  KEEP  THE  RECORDS  OF  A 
CLUB'S  FINANCIAL  AFFAIRS 

Specific  Objectives  and  Suggested  Activities 

1.  Study  the  finxincial  problems  of  a  club.  The 
first  lesson  in  this  unit  should  give  the  pupil 
an  overview  concerning  the  value  of  keeping 
business  records  relating  to  clubs.  Such  an 
overview  should  include  a  discussion  of :  The 
method  of  financing  club  activities ;  the  method 
of  compiling  a  net  worth  statement  for  a  club ; 
the  sources  of  income ;  what  activities  to  en- 
gage in ;  the  preparation  of  a  club  budget ;  the 
need  for  a  classified  cash  record ;  the  need  for 
an  income  and  expenditures  statement;  and 
the  various  methods  of  safeguarding  the  cash 
and  other  property  of  a  club. 

2.  Compile  an  initial  statement  of  a  club's  net 
worth.  Ask  the  question :  "How  do  the  mem- 
bers of  a  club  or  association  ascertain  its  net 
worth?"  Develop  by  means  of  explanation 


and  illustration  the  method  of  ascertaining  the 
club's  net  worth.  Write  an  equation  similar 
to  the  one  illustrated  in  Unit  I,  Section  2. 

3.  Compile  a  budget  for  the  club.  Discuss  the 
advantages  of  compiling  club  budgets.  The 
compilation  includes  a  determination  of  the 
portion  of  income  that  should  be  spent  for 
various  purposes.  The  proportions  of  income 
which  are  allowed  in  the  budget  for  each  pur- 
pose should  be  determined  by  reference  to 
previously  kept  cash  records.  In  the  develop- 
ment of  the  lesson  write  a  budget,  following 
the  plan  described. 

4.  Keep  a  classified  cash  record  for  the  club.  Dis- 
cuss the  necessity  of  keeping  a  cash  record  to 
bei  used  as  a  check  on  the  budget  and  how  this 
may  be  done.  In  the  presentation  part  of  the 
lesson,  illustrate  how  a  classified  cash  record 
should  be  written  and  in  the  application  part, 
require  pupils  to  write  one  or  more. 

5.  Compile  a  statement  of  income  and  expendi- 
tures for  the  club.  Compile  for  the  pupils  a 
statement  of  the  income  and  expenditures 
using  as  the  data  for  it  one  of  the  cash  records 
written  as  an  exercise  in  the  foregoing  section. 
Require  pupils  to  compile  similar  statements. 

6.  Compile  a  statement  of  net  worth.  Compile 
for  the  pupils  a  statement  of  net  worth  show- 
ing how  such  statements  should  be  made  at 
the  end  of  a  certain  period.  When  compared 
with  a  net  worth  statement  which  was  made 
at  the  beginning  of  the  period,  the  increase  or 
decrease  in  net  worth  is  revealed.  Write  an 
equation  similar  to  the  one  wa'itten  in  Sec- 
tion 2. 

7.  Study  the  methods  of  safeguarding  cash  and 
other  property  of  a  club.  Discuss  the  need  for 
safeguarding  cash  and  other  property  of  a 
club.  In  developing  this  lesson,  stress  the  need 
of  keeping  cash  records ;  of  opening  a  bank 
account ;  of  compiling  inventories ;  of  author- 
izing all  expenditures ;  of  renting  a  safe  de- 
posit box,  and  of  auditing  the  records  and 
papers  of  a  club. 

UNIT  V— TO  KEEP  THE  RECORDS  OF 
SPECIAL  CLUB  PROJECTS 

Specific  Objectives  and  Suggested  Activities 

1.  Study  the  problems  involved  in  organizing  and 
carrying  out  a  club  project.  The  first  lesson 
in  this  unit  should  give  the  pupils  an  overview 
concerning  the  value  of  keeping  business  rec- 
ords relating  to  club  projects.  Such  an  over- 
view should  include  a  discussion  of :  The  kind 
of  project  in  which  to  engage ;  an  estimate  of 
probable  income  and  expense ;  making  appro- 
priatio2is  for  the  proposed  project ;  financial 
reports ;  returning  proceeds  to  the  club  treas- 
ury. 

2.  Com.pile  an  estimate  of  the  probable  income 
and  expenses  of  a  project.    Select  a  project 
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which  is  of  interest  to  the  pupils.  Such  a 
project  might  be :  Planning  a  candy  sale,  a 
play,  a  dinner,  or  a  dance.  Develop  by  means 
of  explanation  and  illustration  the  method  of 
compiling  an  estimate  of  the  probable  income 
and  expense. 

3.  Discuss  the  necessity  for  an  appropriation 
which  constitutes  the  initial  worth  of  the 
project.  Concerning  an  estimate  of  probable 
income  and  expenses,  which  was  compiled  in 
the  foregoing  section,  discuss  the  necessity  of 
having  a  sum  of  money  with  which  to  defray 
the  cost  of  beginning  a  project.  This  sum  of 
money  should  be  obtained  from  the  treasury 
of  the  club  by  means  of  an  appropriation  and 
such  an  appropriation  constitutes  the  initial 
net  worth  of  the  project. 

■i.  Compile  a  statement  of  initial  net  worth  of  a- 
project.  Using  the  amount  of  the  appropria- 
tion which  was  decided  upon  in  the  foregoing 
section,  show  in  a  statement  of  net  worth  for 
the  project  planned  that  it  constitutes  the 
initial  investment.  Write  an  equation  similar 
to  the  one  illustrated  in  Unit  I,  Section  2. 

5.  Keep  a  cash  record.  Develop  by  means  of  ex- 
planation and  illustration  the  method  of  re- 
cording cash  receipts  and  expenditures  for  a 
club  project. 

6.  Compile  an  income  statement.  Compile  for 
the  pupils  an  income  statement  using  as  the 
data  for  it  the  cash  records  written  as  directed 
in  the  foregoing  paragraph.  Require  pupils 
to  compile  similar  statements. 

7.  Compile  a  statement  of  net  worth.  Compile 
for  the  pupils  a  statement  of  net  worth  show- 
ing how  such  statements  shoidd  be  made  when 
the  project  has  been  completed.  AVhen  com- 
pared with  the  net  worth  statement  which 
was  compiled  in  Section  4,  the  increase  or  de- 
crease in  net  worth  is  revealed.  Write  an 
equation  similar  to  the  one  written  in  Section 
4.  Compare  the  method  of  showing  this  in- 
crease by  means  of  an  income  statement  with 
the  method  of  showing  it  by  means  of  two 
consecutive  net  worth  statemeuts. 

UNIT  VI— TO  KEEP  THE  ACCOUNTS  OF  A 
PROJECT  CONDUCTED  BY  AN 
ASSOCIATION 

Specific  Objectives  and  Suggested  Activities 

1.  Study  the  problems  involved  in  organizing  and 
carrying  out  a  project  conducted  by  an  asso- 
ciation. The  first  lesson  in  this  unit  should 
give  the  pupils  an  overview  concerning  the 
method  of  organizing,  financing,  and  carrying- 
out  such  a  project.  Such  an  overview  should 
include  a  discussion  of:  The  kind  of  project 
in  which  to  engage ;  the  making  of  an  estimate 
of  probable  income  and  expenses ;  the  making 
of  an  appropriation  for  launching  the  project ; 
who  are  to  be  responsible  for  conducting  the 


project ;  the  keeping  of  accounts ;  the  making 
of  financial  reports;  and  the  returning  of  pro- 
ceeds to  the  association  treasury. 

2.  Compile  an  estimate  of  the  initial  cost  of  stock. 
Select  a  project  which  is  of  interest  to  the 
pupils.  Such  a  project  might  be  selling  re- 
freshments at  a  game.  This  project  is  also  one 
which  might  be  used  by  clubs  or  associations 
outside  of  school,  such  as  athletic  associations, 
farm  clubs,  literary  associations,  and  the  like. 
Develop  by  means  of  explanation  and  illustra- 
tion the  method  of  compiling  an  estimate  of 
the  probable  initial  cost  of  beginning  the 
project. 

3.  Compile  a  statement  of  initial  net  worth  for 
the  project.  Concerning  the  estimate  of  prob- 
able income  and  expenses,  which  was  compiled 
in  the  foregoing  section,  discuss  the  necessity 
of  having  a  sum  of  money  with  which  to  de- 
fray the  cost  of  beginning  the  proposed  pro- 
ject. This  sum  of  money  should  be  obtained 
from  the  treasurer  of  the  club  by  means  of  an 
appropriation  and  such  an  appropriation  con- 
stitutes the  initial  net  worth  of  the  project. 
Using  the  amount  of  the  appropriation  which 
was  decided  upon,  compile  a  statement  of 
initial  net  worth  for  the  project.  Write  an 
equation  of  the  net  worth  statement  similar  to 
the  one  illustrated  in  Unit  I,  Section  2. 

4.  Keep  accounts.  Using  the  net  worth  state- 
ment compiled  as  instructed  in  the  foregoing 
paragraph,  show  the  account  records  of  the 
initial  investment  in  T  accounts.  Also  show 
then  in  the  form  of  an  equation,  and  impress 
upon  the  pupils  the  idea  that  the  total  of  the 
amounts  on  one  side  of  the  accounts  in  a  busi- 
ness equal  the  total  of  the  amounts  on  the 
other  side. 

5.  Record  cash  transactions  in  account  form. 
Usnig  appropriate  amounts,  develop  by  means 
of  explanation  and  illustration  the  method  of 
recording  changes  ■  in  the  business  resulting 
from  buying  and  selling.  In  addition  to  the 
cash  and  the  capital  (or  net  worth)  accounts 
which  were  developed  in  the  foregoing  para- 
graph, the  account  records  will  include  pur- 
chases and  sales.  Comj^are  the  method  of  re- 
cording cash)  changes  in  a  cash  record  with  the 
method  of  recording  them  in  a  cash  account. 

6.  Compile  an  income  statement.  Prom  an 
analysis  of  the  purchases  and  sales  accounts, 
compile  an  income  statement. 

7.  Compile  a  statement  of  net  worth.  Compile, 
from  an  analysis  of  the  account  records  Avliich 
were  written  in  the  foregoing  paragraphs  4 
and  5,  a  fiual  statement  of  net  worth  showing 
how  saich  statements  should  be  made  when  the 
project  has  been  completed.  AVhen  compared 
with  the  net  worth  statement  which  was  com- 
piled in  the  foregoing  Section  3,  the  in- 
crease or  decrease  in  net  Avorth  is  revealed. 
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Write  an  equation  similar  to  the  one  written 
as  directed  in  Section  3.  Compare  the  method 
of  showing  this  increase  or  decrease  by  means 
of  an  income  statement  with  the  metliod  of 
showing  it  by  means  of  two  consecutive  net 
worth  statements. 

UNIT  VII— TO  KEEP  THE   ACCOUNTS  AND 
OTHER  RECORDS  OF  A  SCHOOL 
BUSINESS  PROJECT! 

Specific  Objectives  and  Suggested  Activities 

1.  Study  tile  problems  involved  in  organizing  a 
school  business  proje.ct  a7id  compile  an  esti- 
mate of  initial  costs.  Select  a  project  Avhich  is 
of  interest  to  the  pupils.  Such  a  project  might 
be  the  sale  of  candy,  cakes,  and  supplies  from 
a  table  managed  by  the  students'  association. 
Develop  by  means  of  explanation  and  illustra- 
tion the  method  of  compiling  an  estimate  of 
cost  of  stock,  making  an  appropriation  for 
launching  the  project ;  keeping  accounts  ;  mak- 
ing financial  reports;  and  returning  profits  to 
the  students'  association  treasury. 

2.  Compile  a  statement  of  initial  net  vwrtli  for 
the  project.  Concerning  the  estimate  of  prob- 
able income  and  expenses  which  was  compiled 
in  the  foregoing  section,  discuss  the  necessity 
of  having  a  sum  of  money  with  which  to  de- 
fray the  cost  of  beginning  the  proposed  pro- 
ject. This  sum  of  money  should  be  obtained 
from  the  treasurer  of  the  club  by  means  of 
an  appropriation  and  such  an  appropriation 
constitutes  the  initial  net  worth  of  the  project. 
Compile  the  statement  of  net  worth  for  your 
project. 

3.  Record  initial  capital,  pu.rchases,  and  sales 
transactiotis  in  account  form.  Using  the  net 
worth  statement  compiled  as  instructed  in  the 
foregoing  paragraph,  show  the  account  rec- 
ords of  the  initial,  investment  in  "  T  "  accounts. 
Also  show  the  equation  of  the  net  worth  state- 
ment. Using  appropriate  amounts,  develop  by 
means  of  explanation  and  illustration  the 
method  of  recording  changes  resulting  from 
buying  and  selling.  The  accounts  used  will 
include  cash,  capital,  purchases,  and  sales. 

4.  Record  expense  transaction's  in  account  form. 
In  addition  to  the  accounts  mentioned  in  the 
foregoing  paragraph,  develop  by  explanation 
and  -illustration  the  method  of  recording  ex- 
pense transactions  in  account  form.  Such  ex- 
pense transactions  might  be  telephone  calls, 
postage,  wrapping  paper,  and  bags.  Assume 
that  there  will  be  no  expense  inventory  at  the 
end  of  the  Aveek. 

5.  Compile  a  merchandise  inventory.  Assume 
that  a  certain  amount  of  candy  and  cakes  re- 
main unsold  at  the  end  of  the  first  week.  Com- 
pute the  value  at  cost  of  each  kind  of  candy 


'  For  a  complete  statement  of  the  accounting  of  extra-curricular 
activities  see  page  44. 


and  cake.  When  the  value  of  each  kind  of 
cake  or  candy  has  been  found,  list  it,  stating 
after  it  its  cost  value.  This  schedule  of  unsold 
goods  is  known  as  an  inventory. 

6.  Compile  an  income  or  profit  and  loss  state- 
ment. Using  the  account  records  which  were 
developed  as  instructed  in  the  foregoing  Sec- 
tion 4  and  the  inventory  just  completed,  com- 
pile an  income  or  profit  and  loss  statement. 

7.  Compile  a  statement  of  net  worth  or  balance 
sheet.  Compile,  from  an  analysis  of  the  ac- 
count records  which  were  AATitten  in  the  fore- 
going paragraph  4,  a  final  statement  of  net 
worth  showing  how  such  a  statement  should 
be  made  when  the  project  has  been  completed. 
When  compared  with  the  net  worth  statement 
which  was  compiled  in  the  foregoing  Section 
3,  the  increase  or  decrease  in  net  worth  is  re- 
vealed. Write  an  equation  similar  to  the  one 
Avritten  as  directed  in  Section  3.  Compare  the 
method  of  showing  this  increase  or  decrease  by 
means  of  two  consecutive  net  worth  statements. 

UNIT  VIII— TO  KEEP  THE  RECORDS  OF  A 
PROFESSIONAL  MAN 

Specific  Objectives  and  Suggested  Activities 

1.  Study  the  financial  problems  of  a  professional 
man.  These  problems  include :  Keeping  a 
record  of  cash  receipts,  cash  payments,  money 
owing  to  him,  money  he  owes,  writing  and 
sending  out  statements  of  indebtedness  to  cli- 
ents or  patients,  purchasing  supplies  and 
equipment,  compiling  inventories,  and  com- 
piling statements  of  income  and  statements  of 
net  worth. 

2.  Ascertain  the  present  worth  of  the  professional 
man.  List  the  items  of  worth  owned  by  a  pro- 
fessional man.  Compute  the  value  of  each, 
and  compile  a  statement  showing  his  present 
worth.  The  statement  of  net  worth  may  be 
converted  into  an  equation  as  described  in 
Unit  I,  Section  2. 

3.  Keep  a  simple  cash  record.  Set  up  a  simple 
cash  record. 

4.  Keep  a  record  of  what  his  patients  or  clients 
owe  him.  The  record  of  what  his  clients  owe 
him  may  be  kept  by  a  professional  man  in  a 
variety  of  ways.  The  charges  of  such  a  man 
are  for  professional  service,  and  many  men 
keep  the  record  of  such  service  in  an  appoint- 
ment book.  It  may  also  be  kept  in  the  form 
of  ledger  accounts  called  accounts  receivable. 
Decide  upon  a  form  of  account  record  which 
best  suits  the  needs  of  the  circumstances  and 
record  charges  and  payments  in  them. 

5.  Compile  inventories.  Compile  inventories  of 
furniture  and  fixtures,  professional  supplies 
and  office  supplies,  and  other  consumable  ma- 
terial. 
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6.  Compile  an  income  statement.  Compile  an  in- 
come statement  based  on  the  records  which 
were  written  as  directed  in  foreging  sections 
of  this  unit. 

7.  Compile  a  final  balance  sheet.  Compile  a  bal- 
ance sheet  for  the  end  of  the  bookkeeping 
period.  When  compared  with  the  net  worth 
statement  which  was  compiled  at  the  begin- 
ning of  this  period,  the  increase  or  decrease 
in  net  worth  is  revealed.  Convert  the  facts  in 
the  statement  into  an  equation  as  illustrated 
in  Unit  I,  Section  2. 

UNIT  IX— TO  RECORD  IN  T  ACCOUNT  FORM 
THE  TRANSACTIONS  OF  A  SMALL 
STORE  RUN  ON  A  CASH  BASIS 

Specific  Objectives  and  Suggested  Activities 

1.  Study  the  method  of  organizing  and  opening 
a  small  store.  Discuss  such  problems  as: 
Method  of  obtaining  the  initial  investment  or 
capital ;  selecting  a  location ;  when  to  buy ; 
where  to  buy ;  how  much  to  buy ;  quality  of 
goods ;  prices ;  methods  of  advertising  and 
soiling;  providing  for  such  expenses  as  rent, 
light,  and  heat ;  and  keeping  adequate  records. 

2.  Compile  an  initial  balance  sheet.  Assume  that 
the  business  man  has  acquired  the  necessary 
capital  and  is  ready  to  buy  his  new  stock  of 
goods.  Compile  his  initial  net  worth  state- 
ment or  balance  sheet.  Also  write  the  equa- 
tion shoAving  that  cash  investment  equals 
capital. 

3.  Keep  the  account  records  of  the  initial  invest- 
ment and  other  business  transactions.  By  ex- 
planation and  illustration,  develop  the  method 
of  recording  in  T  accounts  the  initial  invest- 
ment, the  purchase  of  a  stock  of  goods  and 
furniture  and  fixtures,  the  sale  of  some  of  the 
goods,  and  expenditures  for  such  expense  items 
as  rent,  bags,  wrapping  paper,  and  string. 

4.  Com,pile  a  trial  balance.  From  the  accounts 
written  as  directed  in  the  foregoing  para- 
graphs, compile  a  trial  balance  of  totals.  Fol- 
low this  exercise  by  compiling  another  trial 
balance  of  differences. 

UNIT  X— TO  ASSEMBLE  THE  RECORDS  OF 
COSTS  AND  INCOME  FOR  A  SMALL 
STORE  RUN  ON  A  CASH  BASIS 

Specific  Objectives  and  Suggested  Activities 

1.  Compile  a  merchandise  inventory.  Assume 
that  a  certain  amount  of  merchandise  is  left 
on  hand  at  the  end  of  the  first  month  in  the 
business  described  in  the  foregoing  unit.  Com- 
pute the  value  at  cost  of  these  goods.  When 
the  value  of  each  kind  of  merchandise  has  been 
found,  list  it,  stating  after  it  its  cost  value. 
This  schedule  of  unsold  merchandise  is  known 
as  an  inventory. 


There  will  be  no  expense  inventory,  since  the 
rent  is  paid  monthly  and  the  supply  of  paper, 
bags,  and  string  is  used  up. 

2.  Com.pile  an  income  or  profit  and  loss  state- 
ment. Using  the  account  records  which  were 
developed  as  instructed  in  Paragraph  3  of 
Unit  IX  and  the  inventory  compiled  as  in- 
structed in  the  foregoing  paragraph,  compile 
an  income  or  profit  and  loss  statement. 

3.  Compile  a  final  balance  sheet.  Compile  a  bal- 
ance sheet  using  the  account  records  written 
in  Section  3  of  Unit  IX.  Compare  the  method 
of  showing  the  increase  or  decrease  in  capital 
by  means  of  the  income  or  profit  and  loss 
statement  written  as  directed  in  Section  2 
with  the  method  of  showing  this  increase  or 
decrease  by  means  of  two  consecutive  balance 
sheets,  the  one  compiled  in  Section  2  of  Unit 
IX  and  the  final  balance  sheet. 

4.  Transfer  the  balance  of  the  sales  account  to 
the  profit  and  loss  account.  By  means  of  ex- 
planation and  illustration,  show  how  the  bal- 
ance of  the  sales  account  may  be  transferred 
to  the  profit  and  loss  account.  In  doing  this 
work,  the  teacher  and  class  should  have  before 
them  the  profit  and  loss  statement  which  was 
developed  in  the  foregoing  Section  2  and  the 
account  records  which  were  written  as  directed 
in  Unit  IX,  Section  3.  This  transfer  is  the 
first  entry  used  in  assembling  the  records  of 
cost  and  income.  Call  attention  to  the  fact 
that  this  first  step  corresponds  to  the  first  step 
in  compiling  the  profit  and  loss  statement. 

5.  Transfer  the  balance  of  the  purchases  account 
to  the  profit  and  loss  account.  Following  the 
plan  suggested  in  the  foregoing  paragraph, 
show  how  the  balance  of  the  purchases  account 
is  transferred  to  the  profit  and  loss  account. 
This  transfer  is  the  second  entry  used  in  as- 
sembling the  records  of  cost  and  income  and 
corresponds  to  the  second  step  in  compiling  the 
profit  and  loss  statement. 

6.  Transfer  the  amount  of  the  merchandise  in- 
ventory from  the  profit  and  loss  account  to  the 
merchandise  inventory  account.  Using  the 
merchandise  inventory  compiled  in  Section  1, 
show  hoAv  the  amount  of  the  inventory  may 
be  transferred  from  the  profit  and  loss  account 
to  the  merchandise  inventory  account.  This 
transfer  is  the  third  entry  used  in  assembling 
the  records  of  cost  and  income  and  corresponds 
to  tlie  third  and  fourth  steps  in  compiling  the 
profit  and  loss  statement.  Explain  that  if  a 
balance  were  derived  at  this  point  it  would 
equal  the  gross  profit.  The  determination  of 
such  a  balance  corresponds  to  the  fifth  step  in 
compiling  the  profit  and  loss  statement. 

7.  Transfer  the  balance  of  the  general  expense 
account  to  the  profi.t  and  loss  account.  Follow- 
ing the  plan  suggested  in  the  foregoing  Section 
4,  show  how  the  balance  of  the  expense  account 
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is  transferred  to  the  profit  and  loss  account. 
Tliis  transfer  is  the  fourth  entry  in  assembling 
the  records  of  cost  and  income  and  corresponds 
to  the  sixth  step  in  compiling  the  profit  and 
loss  statement. 

Tlie  balance  of  the  profit  and  loss  account 
at  this  point  shows  the  net  profit  and  corre- 
sponds to  the  seventh  or  last  step  in  compiling 
the  profit  and  loss  statement. 

8.  Transfer  the  balance  of  the  jjrofit  and  loss  ac- 
count to  the  capital  account.  Following  the 
plan  suggested  in  the  foregoing  Section  4, 
show  how  the  balance  of  the  profit  and  loss 
account  may  be  transferred  to  the  capital  ac- 
count. This  is  the  last  entry  in  closing  the 
ledger. 

NOTE:  This  method  of  closing  the  ledger  is 
suggested  because  of  its  simplicity.  People 
who  have  a  limited  need  for  record-keeping 
may  use  it  and  feel  satisfied  that  it  is  accord- 
ing to  the  approved  practice  of  leading  teach- 
ers and  accountants.  Other  methods  are  some- 
times used  by  the  authors  of  textbooks,  but 
they  seem  to  be  more  involved. 

UNIT  XI~TO  RECORD  TRANSACTIONS  USING 
THE  STANDARD  ACCOUNT  FORM 

Specific  Objectives  and  Suggested  Activities 

1.  Record  the  investment  in  standard  account 
form.  Assume  that  the  pupils  are  recording  in 
standard  account  form  the  investment  of  a 
man  who  is  engaged  in  a  small  cash  and  credit 
business.  Explain  and  illustrate  the  standard 
account  form,  and  record  the  investment.  In- 
clude an  item  of  merchandise  inventory  in  the 
investment. 

2.  Record  in  standard  account  form  transactions 
involving  accounts  already  learned.  Open 
ledger  accounts  for  capital,  cash,  inventory, 
purchases,  sales,  general  expense,  and  fiirni- 
ture  and  fixtures. 

3.  Record  in  standard  account  form  transactions 
involving  freight  inward.  By  explantion  and 
illustration  show  how  to  record  in  slandaxd 
account  form  transactions  involving  the  pay- 
ment of  freight  on  goods  coming  in. 

4.  Record  in  standard  account  form  transactions 
involving  customers  or  accounts  receivable. 
By  explanation  and  illustration  show  how  to 
record  in  standard  account  form  sales  on  ac- 
count. 

5.  Re.cord  in  standard  account  form  transactions 
involving  creditors  or  accounts  payable.  By 
explanation  and  illustration  show  how  to  re- 
cord in  standard  account  form  purchases  on 
account. 

6.  Record  transactions  involving  returned  pur- 
chases and.  returned  sales  and  alloivances  on 
purchases  and  sales.    In  a  small  business  it 


may  not  be  advisable  to  open  accounts  in  which 
to  record  transactions  involving  returned  sales 
or  returned  purcliases,  rebates  and  allowances 
on  sales  and  rebates  and  allowances  on  pur- 
chases. Such  transactions  may  be  recorded 
in  the  sales  or  purchases  account. 

7.  Record  transactions  involving  notes  receivable. 
By  explanation  and  illustration  show  how  to 
record  in  standard  account  form  transactions 
involving  notes  receivable. 

8.  Record  transactions  involving  notes  payable. 
By  explanation  and  illustration  show  how  to 
record  in  standard  account  form  transactions 
involving  notes  payable. 

9.  Record  transactions  affecting  the  proprietor's 
personal  account.  By  explanation  and  illus- 
tration show  how  the  proprietor's  personal  ac- 
count may  be  used  to  record  withdrawals  of 
cash  and  merchandise. 

10.  Compile  a  trial  balance.  From  the  accounts 
written  as  directed  in  the  foregoing  para- 
graphs, compile  a  trial  balance. 

UNIT  XII— TO  ASSEMBLE  THE  RECORDS  OF 
COSTS  AND  INCOME  FOR  THE  TRANS- 
ACTIONS RECORDED  IN  UNIT  XI 

Specific  Objectives  and  Suggested  Activities 

1.  Compile  a  merchandise  inventory  and  an  ex- 
pense inventory.  Assume  that  at  the  end  of 
the  first  month  a  certain  amount  of  merchan- 
dise and  consumable  supplies  are  left  on  hand. 
Compute  the  value  of  the  merchandise  at  cost 
and  write  an  inventory  of  it.  Also  compute 
the  value  at  cost  of  the  consumable  supplies 
and  Avrite  an  inventor}^  of  them  calling  it  an 
expense  inventory. 

2.  Compile  a  ivdrk  sheet.  Using  the  trial  balance 
which  was  developed  as  instructed  in  Unit  XI, 
Section  10  and  the  inventories  compiled  as  in- 
stnicted  in  the  foregoing  paragraph,  compile 
a  work  sheet. 

3.  Compile  an  income  or  profit  and  loss  statement. 
Using  the  account  records  Avhich  v/ere  devel- 
oped as  instructed  in  Unit  XI  and  the  inven- 
tories compiled  as  instructed  in  Section  I,  com- 
pile an  income  or  profit  and  loss  statement. 
In  compiling  the  income  or  profit  and  loss 
statement,  use  as  a  guide  the  work  sheet  which 
you  wrote  as  directed  in  the  foregoing  para- 
graph. 

4.  Compile  a  final  balance  sheet.  Compile  a  bal- 
ance sheet  using  the  account  records  written 
as  directed  in  Unit  XI.  Compare  the  two 
methods  of  showing  increase  or  decrease  in 
capital.  Eefer  to  the  work  sheet  mentioned 
in  Section  2. 

5.  Transfer  the  balance  of  sales  account  to  the 
profit  and  loss  account.  By  means  of  explan- 
ation and  illustration  show  how  the  balance  of 
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the  sales  account  may  be  transferrerd  to  the 
profit  and  loss  account.  More  complete  in- 
structions are  given  in  Unit  X,  Section  4. 
Illustrate  the  mling  used  in  closing  the  sales 
account. 

6.  Transfer  the  amo\mt  of  the  old  inventory  to 
the  profit  and  loss  account.  Following  the  di- 
rections given  in  the  foregoing  paragraph, 
transfer  the  amount  of  the  previous  inventory 
from  the  inventory  account  to  the  profit  and 
loss  account.  Illustrate  the  ruling  used  in 
closing  the  inventory  account. 

7.  Transfer  the  record,  of  purchases  to  the  profit 
and  loss  account.  By  means  of  explanation 
and  illiLstration  show  how  the  balance  of  the 
purchases  account  may  be  transferred  to  the 
profit  and  loss  account.  More  complete  in- 
structions are  given  in  Unit  X,  Section  5.  Il- 
lustrate the  ruling  used  in  closing  the  pur- 
chases account. 

8.  Trajisfer  the  balance  of  freight-in  to  the  profit 
and  loss  account.  Transfer  the  cost  of  freight- 
in  from  the  freight-in  account  to  the  profit  and 
loss  account.  Illustrate  the  ruling  used  in  clos- 
ing the  freight-in  account. 

9.  Tra7usfer  the  amount  of  the  new  merchandise 
inventory  from  the  profit  and  loss  account  to 
the  merchandise  inventory  account.  Using  the 
amount  of  the  merchandise  invent(n-y  compiled 
in  Section  I,  show  hov/  the  amount  of  the  new 
inventory  may  be  transferred  from  the  profit 
and  loss  account  to  the  merchandise  inventory 
account.  For  more  complete  ins'truetions,  see 
Section  6  of  Unit  X. 

10.  Transfer  the  amount  of  e.tpense  which  has 
been  consumed  from  the  expense  account  to  the 
profit  and  loss  account.  Referring  to  the  in- 
ventory for  expense  which  was  compiled  as  di- 
rected in  Section  1,  determine  the  cost  of  con- 
sumable supplies  which  have  been  used.  Trans- 
fer this  amount  from  the  expense  account  to 
the  profit  and  loss  account.  Illustrate  the  rul- 
ing and  balancing  of  the  general  expense  ac- 
count. 

11.  Transfer  the  balance  of  the  profit  and  loss  ac- 
count to  the  proprietor's  personal  account.  By 
explanation  and  illustration  shoAV  how  the  bal- 
ance of  the  profit  and  loss  account  may  be 
transferred  to  the  proprietor's  personal  ac- 
count. Illustrate  the  ruling  and  closing  of  the 
profit  and  loss  account. 

12.  Compile  a  proof  trial  balance.  Rule  and  bal- 
ance all  other  accounts  and  compile  a  proof 
trial  balance. 


UNIT  XIII— TO  RECORD  TRANSACTIONS  IN 
THE  FORM  OF  GENERAL  JOURNAL 
ENTRIES  AND  TO  POST  THE  EN- 
TRIES TO  LEDGER  ACCOUNTS 

Specific  Objective^  and  Suggested  Activities 

1.  Record  in  the  general  journal  the  transactions 
described  in  a  short  business  narrative.  By 
means  of  explanation  and  illustration  show 
how  the  initial  investment  and  transactions  in- 
volving purchases,  sales,  expense,  freight-in- 
ward, accounts  receivable,  accounts  payable, 
notes  receivable,  and  notes  payable  may  be  re- 
corded in  general  journal  form. 

2.  Post  the  entries  in  the  general  journal  to  the 
ledger.  Open  ledger  accounts  in  standard 
form  and  post  to  tliem  the  journal  entries 
w4rich  were  recorded  as  directed  in  the  fore- 
going paragraph. 

3.  Compile  a  trial  balance.  Using  the  accounts 
which  were  written  as  directed  in  the  foregoing 
section,  compile  a  trial  balance. 

UNIT  XIV— TO  CLOSE  THE  LEDGER  OF  THE 
PREVIOUS  UNIT  BY  MEANS  OF  JOURNAL 
ENTRIES 

Specific  Objective^  and  Suggested  Activities 

1.  Compile  a  merchandise  inventory  and  an  ex- 
pense inventory.  Assume  that  at  the  end  of 
the  set  a  certain  amount  of  merchandise  and 
consumable  supplies  are  left  on  hand.  Com- 
pute the  value  of  the  merchandise  at  cost  and 
wi'ite  an  inventory  of  it.  Also  compute 
the  value  at  cost  of  the  eon^imable  supplies 
and  write  an  inventory  of  them,  calling  it  an 
expense  inventory. 

2.  Compile  a  work  sheet.  U.sing  the  trial  balance 
which  was  developed  as  instructed  in  Unit 
XIII,  Section  .3  and  the  inventories  compiled 
as  instructed  in  the  foregoing  paragraph,  com- 
pile the  work  sheet. 

3.  Compile  an  income  or  profit  and  loss  statement. 
Using  the  account  records  which  were  devel- 
oped in  LInit  XIII  and  the  inventories  com- 
piled as  instructed  in  Section  1,  compile  an 
income  or  piofit  and  loss  statement.  In  com- 
piling the  income  or  profit  and  loss  statement, 
use  as  a  guide  the  work  sheet  which  you  wrote 
as  directed  in  the  foregoing  paragraph. 

4.  Compile  a  final  balance  sheet.  Compile  a  bal- 
ance sheet  using  the  account  records  written 
as  directed  in  Unit  XIII.  Compare  the  two 
methods  of  showing  the  increase  or  decrease  in 
capital.  Refer  to  the  work  sheet  mentioned  in 
Section  2. 

5.  Transfer  the  balmice  of  the  sales  account  to  the 
profit  and  loss  account  through  the  journal.  By 
means  of  explanation  and  illustration  show 
how  the  balance  of  the  sales  account  may  be 
transferred  to  the  profit  and  loss  account 
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throngh  the  journal.  Post  the  journal  entry 
and  illustrate  the  ruling  used  in  closing  the 
sales  account. 

6.  Transfer  the  amount  of  the  old  iiwentory  to 
the  profit  and  loss  accou7it  through  the  journal. 
Following  the  directions  given  in  the  fore- 
going paragraph,  transfer  the  amount  of  the 
previous  inventory  from  the  inventory  account 
to  the  profit  and  loss  account  through  the 
journal.  Post  the  journal  entry  and  illustrate 
the  ruling  used  in  closing  the  inventory  ac- 
count. 

7.  Transfer  the  balance  of  the  purchases  account 
to  the  profit  and  loss  account  through  the 
journal.  By  means  of  explanation  and  illus- 
tration show  how  the  balance  of  the  purchases 
account  may  be  transferred  to  the  profit  and 
loss  account  through  the  journal.  Post  the 
journal  entry  and  illustrate  the  ruling  used  in 
closing  the  purchases  account. 

8.  Transfer  the  balance  of  the  freight-in  account 
to  the  profit  and  loss  account  through  the, 
journal.  Transfer  the  cost  of  freight-in  from 
the  freight-in  account  to  the  profit  and  loss 
account  through  the  journal.  Post  and  illus- 
trate the  ruling  used  in  closing  the  freight-in 
account. 

9.  T'ra7isfer  the  amount  of  the  new  merchandise 
invent07-y  from  the  profit  and  loss  account  to 
the  merchandise  inventory  account  through  the 
journal.  Using  the  amount  of  the  merchandise 
inventory  compiled  in  Section  1,  show  how  the 
amount  of  the  new  inventory  may  be  trans- 
ferred from  the  profit  and  loss  account  to  the 
merchandise  inventory  account.  Post  the 
journal  entry. 

10.  Transfer  the  amount  of  expense  ivhich  has  been 
consumed  from  the  expense  account  to  the 
profit  and  loss  account  through  the  journal. 
Referring  to  the  inventory  for  expense  which 
was  compiled  as  directed  in  Section  1,  deter- 
mine the  cost  of  consumable  supplies  which 
have  been  used.  Transfer  this  amount  from 
the  expense  account  to  the  profit  and  loss  ac- 
count through  the  journal.  Post  the  journal 
entry  and  illustrate  the  ruling  and  balancing 
of  a  general  expense  account. 

11.  Transfer  the  balance  of  the  profit  and  loss  ac- 
comit  to  the  proprietor's  perso^ial  account 
through  the  journal.  By  explanation  and  il- 
lustration show  how  the  balance  of  the  profit 
and  loss  account  may  be  transferred  to  the 
proprietor's  personal  account  through  the 
journal.  Post  the  journal  entry  and  illustrate 
the  ruling  and  closing  of  the  profit  and  lass 
account. 

12.  Compile  a  proof  trial  balance.  Rule  and  bal- 
ance all  other  accounts  and  compile  a  proof 
trial  balance. 


UNIT  XV— TO  RECORD  TRANSACTIONS  IN 
SPECIAL  JOURNALS 

Specific  Objectives  and  Suggested  Activities 

1.  Record  transactions  in  the  sales  journal.  Re- 
cord in  general  journal  form  a  series  of  trans- 
actions involving  merchandise  sales.  Record 
the  same  series  making  an  individual  entry  of 
each  account  debited  but  only  one  entry  for  the 
total  credit  to  sales.  Discuss  the  advantage 
from  a  labor-saving  point  of  view  of  summar- 
izing a  number  of  sales  entries  so  that  there 
may  be  but  one  credit  entry.  Post  both  types 
of  journal  entries.  By  this  means  you  may  em- 
phasize the  labor-saving  achieved  through  the 
second  method  of  journalizing. 

Record  the  same  series  of  sales  in  a  sales 
journal  which  provides  a  column  for  the  date, 
posting  folio,  account  to  be  debited,  address, 
terms,  sales  number,  and  amount. 

Post  the  entries  in  the  sales  journal  and  show 
the  method  of  ruling  it. 

NOTE:  Some  business  firms  make  an  extra 
copy  of  all  bills.  These  bills  are  bound  to- 
gether in  what  is  known  as  a  sales-binder.  The 
binder  takes  the  place  of  a  sales  journal  since 
the  bookkeeper  posts  the  total  amount  of  each 
bill  to  the  debit  of  the  customer  and  posts  the 
total  of  all  the  bills  to  the  credit  of  sales. 

2.  Record  transactions  in  the  purchases  journal. 
Following  the  procedure  described  in  the  fore- 
going paragraph,  record  a  series  of  transac- 
tions involving  purchases  in  a  purchases 
journal.  Post  the  entries  in  the  purchases 
journal  and  show  the  method  of  ruling  it. 

3.  Record  cash  transactions  in  a  cash  receipts 
journal.  Following  the  procedure  described  in 
the  foregoing  paragraph  1,  record  a  series  of 
transactions  involving  cash  receipts  in  a  cash 
receipts  journal.  Post  the  entries  in  the  cash 
receipts  journal. 

4.  Record  cash  transactions  in  a  cash  payments 
journal.  Following  the  procedure  described  in 
the  foregoing  paragraph,  record  a  series  of 
transactions  involving  cash  payments  in  a  cash 
payments  journal.  Post  the  entries  iu  the  cash 
payments  journal.  These  two  cash  journals 
make  up  the  cash  book.   Rule  the  cash  book. 

UNIT  XVI— TO  RECORD  IN  A  SPECIAL  COL- 
UMN CASHBOOK  TRANSACTIONS 
INVOLVING  CASH  DISCOUNT 

Specific  Objectives  and  Suggested  Activities 

1.  A  discussion  of  the  meaning  and  purpose  of 
trade  discount.  Explain  the  meaning  and  pur- 
pose of  trade  discount,  and  provide  problems 
in  the  calculation  of  such  discounts. 

2.  A  discussion  of  the  meaning  and  purpose  of 
cash  discount.    Explain  the  meaning  and  pur- 
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pose  of  cash  discount,  and  provide  problems  in 
the  calculation  of  such  discounts. 

3.  Record  in  the  form  of  T  accoxmts  transactions 
involving  discount  on  sales.  Record  in  the 
form  of  T  accounts  a  series  of  cash  transactions 
involving  discount  on  sales. 

4.  Record  in  a  special  column  cash  receipts 
journal  transactions  involving  discount  on 
sales.  Record  the  series  of  casli  transactions 
that  were  recorded  in  T  accounts  as  directed 
•n  the  foregoing  paragraph  in  a  cash  receipts 
journal  which  is  provided  with  the  following 
special  columns :  Account  credited,  discount 
on  sales,  and  net  cash.  Post  the  entries  which 
have  been  recorded  in  the  cash  receipts  journal. 

5.  Record  in  the  form  of  T  accounts  transactions 
involving  discount  on  purchases.  Record  in 
the  form  of  T  accounts  a  series  of  cash  trans- 
actions involving  discount  on  purchases. 

6.  Record  in  a  special  column  cash  payments 
journal  traiisactions  involving  discount  on  pur- 
chases. Record  the  series  of  cash  transactions 
that  were  recorded  in  T  accounts  as  directed  in 
the  foregoing  paragraph  in  a  cash  payments 
journal  which  is  provided  with  the  following 
special  columns :  Account  debited,  discount 
on  purchases,  and  net  cash.  Post  the  entries 
which  have  been  recorded  in  the  cash  payments 
journal,  and  rule  the  cashbook. 

UNIT  XVII— TO  RECORD,  POST,  AND  SUM- 
MARIZE THE  BUSINESS  TRANSACTIONS 
INCIDENTAL  TO  RECORDING  A 
PRACTICE  SET 

Specific  Objectives  and  Suggested  Activities 

1.  Record  and  post  a  business  yxarrative.  Use  a 
busincvss  narrative  containing  examples  of  all 
the  types  of  transactions  which  the  pupil  has 
learned  to  record.  Record  these  transactions 
in  special  journals  and  post. 

2.  Compile  a  trial  balance.  Compile  a  trial  bal- 
ance. 

3.  Compile  inventories.  Compile  a  merchandise 
and  an  expense  inventory. 

4.  Compile  a  working  sheet.  Compile  a  Avorking 
sheet. 

5.  Compile  an  income  or  profit  and  loss  statement. 
Compile  an  income  and  profit  and  loss  state- 
ment. 

6.  Compile  a  balance  sheet.  Compile  a  balance 
sheet. 

7.  Close  the  ledger  through  the  journal.  Follow- 
ing the  instructions  given  in  Unit  XII,  Sec- 
tions 5  to  11  inclusive,  close  the  ledger. 


8.  Compile  a  proof  trial  balance.  Rule  and  bal- 
ance all  other  accounts  and  compile  the  final 
trial  balance. 

UNIT  XVIII— TO  KEEP  THE  FINANCIAL 
RECORDS  OF  A  FARMER 

Specific  Objectives  and  Suggested  Activities 

1.  Stxidy  the  financial  problems  of  the  farmer. 
Discuss  the  financial  problems  of  a  farmer. 
These  problems  include :  Keeping  a  record  of 
cash  receipts,  of  cash  payments,  compiling  in- 
ventories of  farm  property,  of  eciuipment  and 
of  salable  produce,  compiling  statements  of  in- 
come and  of  net  worth. 

2.  Ascertain  the  present  worth  of  the  farmer. 
List  the  items  of  worth  owned  by  the  farmer. 
These  include :  Real  estate,  live  stock,  machin- 
ery and  tools,  farm  produce,  farm  supplies, 
cash,  notes  and  accounts  receivable,  stocks, 
bonds,  and  other  investments.  List  tlie  debts 
of  the  farmer.  These  may  include :  Mort- 
gages, notes  payable,  and  accounts  pa^'able. 
From  these  lists,  compile  a  statement  of  net 
worth  and  convert  it  into  equation  form  as 
described  in  Unit  I,  Section  2. 

3.  Keep  a  cash  record.  Explain  the  need  of  keep- 
ing accurate  cash  records.  The  cashbook  may 
take  the  form  of  either  a  simple  or  a  classified 
record.  The  columns  in  a  classified  record  may 
include  such  items  as :  Receipts  for  produce, 
poultry,  live  stock,  and  miscellaneous  income. 
The  cash  payments  side  may  include  records  of 
payments  for  labor,  feed,  and  grain,  live  stock, 
and  miscellaneous  costs. 

4.  Keep  account  record.  Open  accounts  for  cus- 
tomers who  do  not  pay  cash  and  for  creditors 
from  whom  the  farmer  has  bought  on  time. 
Where  desirable,  also  include  accounts  for 
notes  payable  and  notes  receivable. 

5.  Compile  inventories.  By  means  of  explanation 
and  illustration  develop  the  method  of  keeping 
a  farm  inventory.  In  estimating  the  value  of 
buildings  and  equipment,  allowance  should  be 
made  for  a  percentage  of  depreciation.  The 
inventories  thus  compiled  should  be  summar- 
ized and  recorded  yearly. 

6.  Compile  an  income  statement.  Using  the  pre- 
vious records  of  costs,  sales,  and  depreciation, 
compile  an  income  statement. 

7.  Compile  a.  final  balance  sheet.  Compile  a  bal- 
ance sheet  for  the  end  of  a  certain  period. 
When  compared  with  the  net  worth  statement 
which  was  compiled  at  tlie  beginning  of  this 
period,  the  increase  or  decrease  in  net  worth  is 
revealed.  Convert  the  facts  in  the  statements 
into  an  equation  as  illustrated  in  Unit  I,  Sec- 
tion 2. 
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UNIT  I— TO  UNDERSTAND  AND  USE 
CONTROLLING  ACCOUNTS 

Specific  Objectives  and  Suggested  Activities 

1.  Discuss  the  advantages  of  subdividing  the 
ledger.  By  means  of  explanation  and  illustra- 
tion show  how  accounts  with  customers  and 
accounts  with  creditors  may  be  segregated. 
When  these  accounts  have  been  segregated, 
the  ledger  containing  accounts  of  customers  is 
known  as  the  accounts  receivable  ledger ;  the 
ledger  containing  accounts  with  creditors  is 
known  as  accounts  payable  ledger,  and  the 
ledger  which  contains  all  other  accounts  is 
known  as  the  general  ledger. 

2.  Discuss  the  necessity  for  having  in  the  general 
ledger  an  account  'which  is  a  summary  of  the 
accounts  receivable  and  show  how  it  should  he 
used.  Enter  several  sales  transactions  in  a 
sales  journal.  Post  each  individual  entry  to 
its  proper  customer  account  in  an  aecoiints  re- 
ceivable ledger.  Summarize  the  entries  in  the 
sales  journal  by  writing  a  summary  entry 
debiting  accounts  receivable  and  crediting 
sales.    Post  this  entry. 

With  this  record  before  the  pupil,  indicate 
the  advantages^ of  segregating  accounts  receiv- 
able in  a  special  book,  and  show  that  the  one 
debit  entry  to  accounts  receivable  in  the  gen- 
eral ledger  is  equal  to  all  the  individual  debit 
entries  posted  to  customers'  accounts. 

3.  Record  in  a  cash  receipts  journal  payment  for 
a  number  of  sales.  Enter  in  a  cash  receipts 
journal  several  payments  for  sales  which  were 
recorded  as  directed  in  Section  2.  Post  each 
individual  entry  to  its  proper  customer  account 
in  the  accounts  receivable  ledger.  Summarize 
the  entries  in  the  cashbook  by  writing  a  sum- 
mary entiy  crediting  accounts  receivable  and 
debiting  cash  and  discount  on  sales.  Post  this 
entry. 

With  this  record  before  the  pupil,  show  that 
the  one  credit  entry  to  accounts  receivable  in 
the  general  ledger  is  equal  to  all  the  individual 
credit  entries  posted  to  customers'  accounts. 

4.  Record  in  the  general  journal  transactions 
which  affect  accounts  receivable.  Enter  in  a 
general  journal  a  few  transactions  which  in- 
volve the  use  of  a  special  accounts  receivable 
column.  Post  each  individual  entry  to  its  prop- 
er customer  account  in  the  accounts  receivable 
ledger.  Summarize  the  entries  in  the  general 
journal  by  writing  a  journal  entry  debiting 
general  ledger  items  and  crediting  accounts 
receivable. 

With  this  record  before  the  pupil,  show  that 
the  one  credit  entry  to  the  accounts  receivable 


account  in  the  general  ledger  is  equal  to  all 
the  individual  credit  entries  posted  to  custom- 
ers' accounts. 

5.  Comjjile  a  schedule  of  customers'  account  bal- 
ances. Compile  a  schedule  of  the  balances 
of  accounts  in  the  accounts  receivable  ledger 
and  compare  the  total  of  this  schedule  with  the 
balance  of  accounts  receivable  account  in  the 
general  ledger. 

6.  Discuss  the  necessity  for  having  in  the  general 
ledger  an  account  which  is  a  summary  of  the 
accounts  payable  and  show  how  it  shotdd 
be  used.  Enter  several  purchase  transactions 
in  a  purchase  journal.  Post  each  individual  en- 
try to  its  proper  creditor  account  in  an  ac- 
counts payable  ledger.  Summarize  the  entries 
in  the  purchases  journal  by  writing  a  journal 
entry  crediting  accounts  payable  and  debiting 
purchases.    Post  this  entry. 

With  this  record  before  the  pupils,  indicate 
the  advantages  of  segregating  accounts  pay- 
able in  a  special  book,  and  show  that  one  credit 
entry  to  accounts  payable  in  the  general  ledger 
is  equal  to  all  the  individual  credit  entries 
posted  to  creditors'  accomits. 

7.  Record  in  a  cash  payments  journal  payment 
for  a  number  of  purchases.  Enter  in  a  cash 
payment  journal  several  payments  for  pur- 
chases which  were  recorded  as  directed  in  Sec- 
tion 5.  Post  each  individual  entry  to  its  proper 
creditor  account  in  the  accounts  jiayable 
ledger.  Summarize  the  entries  in  the  cashbook 
by  writing  a  journal  entry  debiting  accounts 
payable  and  crediting  cash  and  discount  on 
purchases.    Post  this  entry. 

With  this  record  before  the  pupil,  show  that 
the  one  debit  entry  to  accounts  payable  in  the 
general  ledger  is  equal  to  the  total  of  all  the 
individual  debit  entries  posted  to  creditors' 
accounts. 

8.  Record  in  the  general  journal  transactions 
which  affect  accounts  payable.  Enter  in  a  gen- 
eral journal  a  few  transactions  which  involve 
the  use  of  special  accounts  payable  column. 
Post  each  individual  entry  to  its  proper  cred- 
itor account  in  the  accounts  payable  ledger  and 
summarize  entries  in  the  general  journal  by 
writing  a  journal  entry  debiting  accounts  pay- 
able and  crediting  general  ledger  items. 

With  this  record  before  the  pupil,  show  that 
the  one  debit  entry  to  accounts  payable  account 
in  the  general  ledger  is  equal  to  all  the  indi- 
vidual debit  entries  pasted  to  creditors'  ac- 
counts. 
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9.  Compile  a  schedule  of  creditors'  account  hal- 
ances.  Compile  a  schedule  of  balances  of  ac- 
coiTiits  in  aecoiints  payable  ledger  and  compare 
the  total  of  this  schedule  with  the  balance  of 
the  accounts  payable  account  in  the  general 
ledger. 

UNIT  II— TO  REVIEW  THE  USE  OF 
CONTROLLING  ACCOUNTS 

8pecifi.c  Objectives  and  Suggested  Activities 

1.  Record  a  series  of  business  transactions  in  spe- 
cial journals.  Record  a  series  of  transactions 
which  involve  the  use  of  a  special  column'  cash- 
book,  a  purchases  journal,  a  sales  journal,  and 
a  general  journal.  Summarize  each  of  the  spe- 
cial journals. 

2.  Post.  Post  the  entries  which  were  written  as 
directed  in  Section  1  to  the  general,  accounts 
receivable,  and  accounts  payable  ledgers. 

3.  Compile  a  trial  balance.  Compile  a  trial  bal- 
ance of  the  general  ledger. 

4.  Compile  schedules.  Compile  schedules  of  the 
balances  in  the  accounts  receivable  and  ac- 
counts payable  ledgers. 

5.  Compile  inventories.  Compile  a  merchandise 
inventory  and  an  expense  inventory. 

6.  Com.pile  a  working  sheet.  Compile  a  working 
sheet. 

7.  Compile  an  income  or  profit  and  loss  statement. 
Compile  an  income  or  profit  and  loss  statement. 

8.  Compile  a  balance  sheet.  Compile  a  balance 
sheet. 

9.  Close  the  ledger.  Write  the  necessary  entries 
for  closing  the  ledger,  post,  and  rule. 

10.  Compile  a  proof  trial  balance.   Compile  a  proof 
trial  balance. 

UNIT  III— TO  RECORD  TRANSACTIONS  IN 
WHICH  CREDIT  INSTRUMENTS 
ARE  USED 

Specific  Objectives  and  Suggested  Activities 

1.  Discuss  credit  problems.  Discuss  the  import- 
ance and  use  of  credit  in  conducting  business. 

2.  Discuss  the  form  and  use  of  drafts.  By  means 
of  explanation  and  illustration  show  how  to 
write  various  kinds  of  drafts  and  study  the 
significance  of  the  draft  in  credit  relationships. 

3.  Discuss  the  form  and  use  of  the  trade,  accept- 
ance. By  means  of  explanation  and  illustra- 
tion show  how  to  write  a  trade  acceptance  and 
study  the  significance  of  the  trade  acceptance 
in  credit  relationships. 


4.  Review  the  use  of  the  promissory  note.  Review 
the  value  of  promissory  notes  as  credit  instil- 
ments and  compare  the  relations  of  parties  to 
a  note  with  those  of  parties  to  drafts  and  trade 
acceptances. 

5.  Record  in  a  notes  receivable  and  notes  payable 
register.  By  means  of  explanation  and  illus- 
tration show  how  to  record  notes,  drafts,  and 
trade  acceptances  in  the  registers.  If  the  reg- 
isters are  not  used  for  books  of  original  entry, 
record  transactions  involving  notes,  drafts,  and 
trade  acceptances  in  the  general  journal. 

UNIT  IV— TO  RECORD  TRANSACTIONS 
INVOLVING  INTEREST 

Specific  Objectives  and  Suggested  Activities 

1.  ^evieiv  the  meomivg  of  interest  and  the  meth- 
ods of  calcidating  it.  Review  the  methods  of 
calculating  interest  and  provide  problems  for 
drill  in  calculating  it. 

2.  Develop  the  method  of  recording  interest  cost. 
By  means  of  explanation  and  illustration  show 
how  to  record  interest  cost,  first  in  journal 
form  and  then  in  account  form.  Record  these 
same  transactions  in  cash  payments  journal. 

3.  Develop  the  method  of  recording  interest  in- 
come. By  means  of  explanation  and  illustra- 
tion show  how  to  record  interest  income,  first  in 
journal  form  and  then  in  account  form.  Re- 
cord these  same  transactions  in  the  cash  re- 
ceipts journal. 

UNIT  V— TO  RECORD  TRANSACTIONS 
INVOLVING  BANK  DISCOUNT 

Specific  Objectives  and  Sugge.sted  Activities 

1.  Review-  the  meaning  of  discount  and  the  meth- 
ods of  calculating  it.  Review  the  methods  of 
calculating  discount  and  provide  problems  for 
drill  in  calculating  discount. 

2.  Develop  the  method  of  recording  discount 
on  notes  jyayable.  By  means  of  explanation 
and  illustration  show  how  to  record  discount 
or  interest  cost  first  in  journal  form  and  then 
in  account  form.  Record  these  same  transac- 
tions in  a  cash  receipts  journal  using  a  special 
column  for  interest  cost. 

3.  Record  contingent  liabilities.  Explain  the 
meaning  of  conting'ent  liability  when  notes  re- 
ceivable are  discounted. 

4.  Develop  the  method  of  recording  discount  on 
non-interest-bearing  notes  receivable.  By 
means  of  explanation  and  illustration  show  how 
to  record  discount  or  interest  cost  on  non-inter- 
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est-bearing  notes,  first  in  journal  form  and 
then  in  account  form.  Record  these  same 
transactions  ni  the  cash  receipts  journal  using 
a  special  column  for  interest  cost. 

5.  Develop  tlie  method  of  recording  discount  on 
interest-hearing  notes  receivable.  By  means 
of  explanation  and  illustration  show  how  to 
record  interest  income  or  interest  cost,  in  dis- 
counting interest-bearing  notes,  first  in  journal 
form  then  in  account  form.  Record  these  same 
transactions  in  a  cash  receipts  journal  using, 
when  interest  cost  is  shown,  a  special  column 
for  interest  cost.  If  the  result  of  the  calcula- 
tion shows  interest  income,  a  separate  entry 
should  be  made. 

UNIT  VI— TO  REVIEW  THE  USE  OF  SPECIAL 
COLUMNS  AND  CONTROLLING  ACCOUNTS 

Specific  Objectives  and  8iigge.sted  Activities 

1.  Record  a  series  of  business  transactions  in  spe- 
cial columns  in  the  cashbook  and  general 
joiirnal.  Record  a  series  of  transactions  which 
involve  the  use  of  a  special  column  cashbook, 
a  general  journal,  and  a  i^urchases  journal  and 
sales  journal.    Summarize  each  journal. 

2.  Post.  Post  the  entries  Avliich  were  written  as 
directed  in  Section  1  to  the  general,  accounts 
receivable,  and  accounts  payable  ledgers. 

3.  Compile  a  trial  balance.  Compile  a  trial  bal- 
ance of  the  general  ledger. 

4.  Compile  schedules.  Compile  schedules  of  the 
balances  in  the  accounts  receivable  and  ac- 
counts payable  ledgers. 

UNIT  VII— TO  UNDERSTAND  AND  CLASSIFY 
ACCOUNTS  AND  MAKE  ADJUST- 
MENTS OF  THEM 

Specific  Objectives  and  S^tgge.sted  Activities 

1.  Discuss  the  necessity  for  making  adjustments 
in  accounts.  Discuss  the  need  for  making  ad- 
justments in  accounts  at  the  end  of  a  business 
period. 

2.  Study  the  method  of  recording  prepaid  ex- 
penses. By  means  of  explanation  and  illustra- 
tion show  how  to  record  prepaid  expenses.  Pro- 
vide drill  exercises  based  on  the  recording  of 
prepaid  expenses. 

3.  Study  the  method  of  recording  deferred  in- 
come. By  means  of  explanation  and  illustra- 
tion show  how  to  record  deferred  income,  and 
provide  drill  exercises  based  on  the  recording 
of  deferred  income. 

4.  Study  the  method  of  recording  accrued  ex- 
penses. By  means  of  explanation  and  illustra- 
tion show  how  to  record  accrued  expenses,  and 
provide  drill  exercises  on  the  recording  of  ac- 
crued expenses. 


5.  Study  the  method  of  recording  accrued  income. 
By  means  of  explanation  and  illustration  show 
how  to  record  accrued  income,  and  provide 
drill  exercises  based  on  the  recording  of  ac- 
crued income. 

6.  Review  the  metlwd  of  recording  contingent  lia- 
bilities and  of  adjusting  them  on  the  books. 
Review  the  method  of  recording  the  contingent 
liabilities  and  show  the  method  of  removing 
this  type  of  liability  when  it  no  longer  exists. 

7.  Study  the  method  of  evaluating  certain  fixed 
assets.  Discuss  the  need  for  adjusting  the  eval- 
uation of  certain  fixed  assets,  and  show  how 
the  depreciation  is  calculated  and  hoAv  it  is  re- 
corded. 

8.  Study  the  method  of  evaluating  accounts  re- 
ceivable. Discuss  the  need  for  adjusting  the 
evaluation  of  accounts  receivable  and  show  how 

•  the  loss  on  bad  debts  is  calculated.  Explain 
how  this  estimated  loss  is  recorded. 

9.  Classify  accounts.  Using  the  accounts  studied 
up  to  this  time,  show  the  method  of  classifying 
them. 

UNIT   VIII— TO   DRILL   UPON  ADJUSTING 
ACCOUNTS  AND  SUMMARIZING 
ACCOUNT  RECORDS 

Specific  Objectives  and  Suggested  Activities 

1.  Compile  a  working  sheet.  Provide  pupils  with 
a  trial  balance  and  data  for  making  adjust- 
ments. From  the  information  in  the  trial  bal- 
ance and  other  data  given  compile  a  working 
sheet  which  is  provided  with  columns  for  re- 
cording the  adjustments. 

2.  Com/pile  the  income  or  profit  and  loss  state- 
ment. Using  the  working  sheet  which  was 
compiled  in  the  foregoing  section,  compile  an 
income  or  profit  and  loss  statement. 

3.  Com.pile  a  balance  sheet.  Using  the  working 
sheet  which  was  compiled  in  the  foregoing  Sec- 
tion 1,  compile  a  balance  sheet. 

4.  Record,  adjusting  an(l  closing  entries.  In  T  ac- 
count form,  open  accounts  containing  balances 
as  shown  in  the  trial  balance  which  was  sup- 
plied in  Section  1.  Also,  using  the  data  in  the 
profit  and  loss  statement  and  the  working 
sheet,  make  the  adjusting  and  closing  entries. 
Post  the  entries  and  rule  the  accounts. 

5.  Compile  a  proof  trial  balance.  Compile  a  proof 
trial  balance. 

UNIT  IX— TO  RECORD.  POST,  AND  SUMMAR- 
IZE THE  BUSINESS  TRANSACTIONS 
INCIDENTAL  TO  RECORDING 
A  PRACTICE  SET 

Specific  Objectives  and  Sugge.sted  Activities 

1.     Record  and  post  a  businem  narrative.    Use  a 
business  narrative  containing  examples  of  all 
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the  types  of  transactions  which  the  pupil  has 
learned  to  record.  Record  these  transactions 
in  special  journals  and  post. 


Compile  a  trial  halance. 
anee. 


Compile  a  trial  bal- 


5. 
6. 
7. 


Compile  inventories  and  necessary  adjustment 
data.  Compile  inventories  and  necessary  ad- 
justment data. 

Compile  a  working  sheet.  Using  the  data  fur- 
nished in  the  foregoing  section,  compile  a  work- 
ing sheet. 

Compile  an  income  or  profit  and  loss  statement. 
Compile  an  income  or  profit  and  loss  statement. 


Compile  a,  balance  sheet. 
sheet. 


Compile  a  balance 


Record  the  adjusting  and  closing  entries.  Us- 
ing the  data  in  the  profit  and  loss  statement 
and  the  working  sheet,  make  the  adjusting  and 
closing  entries.  Post  the  entries  and  rule  the 
accounts. 


Compile  a  proof  trial  balance. 
trial  balance. 


Compile  a  proof 


UNIT  X—  TO  DEVELOP  THE  METHOD  OF 
KEEPING  PARTNERSHIP  RECORDS 

Specific  Objectives  and  Suggested  Activities 

1.  Discuss  the  essential  features  of  a  partnership 
business.  Discuss  the  meaning  of  partnership 
and  the  information  usually  contained  in  part- 
nership agreement. 

2.  Discuss  special  partnership  accounts.  By 
means  of  explanation  and  illustration  show 
how  to  keep  the  capital  and  personal  accounts 
of  partners. 

3.  Open  the  boohs  of  a  partnership.  By  means  of 
explanation  and  illustration  show  how  to  open 
a  set  of  books  suitable  for  a  partnership  busi- 
ness. 

4.  Explain  the  method  of  admitting  a  new  part- 
ner. Discuss  the  problems  involved  in  ad- 
mitting a  new  partner  to  the  business. 

5.  Explain  the  method  of  recording  the  with- 
drawal of  a  partner.  Discuss  the  problems  in- 
volved in  recording  the  withdrawal  of  a  part- 
ner from  the  business. 

6.  Explain  the  method  of  distributing  the  profits 
among  the  partners.  Discuss  the  method  of  cal- 
culating interest  on  proprietors  capital  and  of 
distributing  the  profits  among  the  partners. 

7.  Explain  the  method  of  making  statements  in 
partnership  bookkeeping.  By  means  of  ex- 
planation and  illustration  shoAV  the  difference 
between  the  balance  sheet  and  profit  and  loss 
statement  of  a  single  proprietorship  and  those 
of  a  partnership. 


8.  Explain  the  method  of  dissolving  a  partner- 
ship. Discuss  the  problems  involved  in  dis- 
solving a  partnership. 

UNIT  XI— TO  RECORD  TRANSACTIONS  IN 
ADDITIONAL  SPECIAL  JOURNALS 

Specific  Objectives  and  Suggested  Activities 

1.  Record  transactions  involving  the  use  of  the 
notes  receivable  journal.  By  means  of  explan- 
ation and  illustration  show  how  transactions  in- 
volving the  use  of  the  notes  receivable  journal 
should  be  recorded.  Also  show  how  to  write 
the  summary  entry. 

2.  Record  transactions  involving  the  use  of  the 
notes  payable  journal.  By  means  of  explana- 
tion and  illustration  show  how  transactions  in- 
volving the  use  of  the  notes  payable  journal 
should  be  recorded.  Also  show  how  to  write 
the  summarj^  entry. 

3.  Record  transactions  involving  the  use  of  the 
returned  sales  journal.  By  means  of  explana- 
tion and  illustration  show  how  transactions  in- 
volving the  use  of  the  returned  sales  journal 
should  be  recorded.  Also  show  how  to  write 
the  summary  entry. 

4.  Record  transactions  involving  the  use  of  the 
returned  purchases  journal.  By  means  of  ex- 
planation and  illustration  show  how  transac- 
tions involving  the  use  of  the  returned  pur- 
chases journal  should  be  recorded.  Also  show 
how  to  write  the  summary  entry. 

5.  Record  transactions  involving  the  use  of  the 
petty  cash  journal.  By  means  of  explanation 
and  illustration  show  how  transactions  involv- 
ing the  use  of  the  petty  cash  journal  should 
be  recorded.  Also  show  how  to  write  the  sum- 
mary entry. 

6.  Record  transactions  involving  the  use  of  addi- 
tional special  columns  in  the  cashbook.  Discuss 
the  advantages  of  having  a  special  column  in 
which  to  record  cash  sales.  Enter  several  cash 
sales  transactions. 

Discuss  the  advantages  of  having  a  special 
column  in  a  cash  payments  journal  in  which  to 
record  selling  expense  and  general  expense 
transactions.  Enter  several  selling  expense 
and  general  expense  transactions. 

Special  types  of  busineas  require  special  col- 
umns. Substitutions  should  be  made  in  the 
columns  herein  suggested  whenever  such 
changes  are  needed. 

UNIT  XII— TO  SUMMARIZE  BUSINESS  TRANS- 
ACTIONS INCIDENTAL  TO  RECORDING 
A  PARTNERSHIP  PRACTICE  SET 

Specific  Objectives  and  Suggested  Activities 

1.     Compile  adjustment  data  and  find  the  in- 
terest on  the  partner's  capital  account.  Supply 
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the  pupils  with  the  trial  balance  of  a  partner- 
ship business.  Also,  supply  them  with  sched- 
ules of  accounts  receivable  and  accounts  pay- 
able and  necessary  inventories. 

Using  this  data  determine  the  necessary  ad- 
justments and  compute  the  interest  on  each 
partner's  capital. 

2.  Compile  a  working  sheet.  Compile  a  working 
sheet. 

3.  Compile  an  income  or  profit  and  loss  statement. 
Compile  an  income  or  profit  and  loss  statement. 

4.  Compile  a  laloMce  sheet.  Compile  a  balance 
sheet. 

5.  Record  and  post  the  adjusting  and  closing  en- 
tries. Kecord  and  post  adjusting  and  closing 
entries  and  rule  the  accounts. 

6.  Compile  a  proof  trial  halance.  Compile  a  proof 
trial  balance. 

UNIT  XIII— TO  DEVELOP  THE  METHOD  OF 
KEEPING  CERTAIN  CORPORATION 
RECORDS 

Specific  Ohjective.s  and  Suggested  Activities 

1.  Discuss  a  corporation  and  the  method  of  organ- 
izing one.  Discuss  the  meaning  of  incorpora- 
tion and  the  information  usually  contained  in 
articles  of  incorporation. 

2.  Biscivss  special  corporate  accounts  and  hooks. 
Discuss  and  illustrate  the  special  corporate  ac- 


counts necessary  when  opening  a  set  of  corpo- 
ration books. 

3.  Explain  the  method  of  changing  a  partnership 
into  a  corporation.  For  the  purpose  of  show- 
ing how  to  change  a  single  proprietorship  or  a 
partnership  business  into  a  corporation,  dis- 
cuss the  method  of  closing  the  books  of  the  old 
business  and  opening  the  books  of  a  corpora- 
tion. 

4.  Explain  the  method  of  opening  the  books  of  a 
new  business.  Discuss  and  illustrate  the  meth- 
od of  opening  the  books  of  a  new  business  re- 
cently incorporated. 

5.  Explain  the  method  of  distribxtting  the  profiis 
in  a  corporation.  By  explanation  and  illustra- 
tion show  how  profits  are  distributed  by  a  cor- 
poration. 

6.  Explain  the  special  features  of  a  corporation 
balance  sheet  and  a  corporation  income  state- 
ment. Discuss  and  illustrate  the  balance  sheet 
of  a  corporation  and  the  income  statement. 
Point  out  the  special  features  of  corporation 
statements. 

NOTE:  This  unit  is  provided  merely  for  the 
purpose  of  giving  the  pupil  a  few  of  the  es- 
sentials involved  in  corporation  bookkeeping. 
Wherever  more  than  two  years  of  bookkeeping 
are  included  in  a  curriculum  additional  cor- 
poration bookkeeping  may  be  given  in  the  third 
year. 


BOOKKEEPING  III 
Third  Year 


A  detailed  outline  of  the  work  for  Bookkeeping  III 
is  not  given  in  this  course  of  study.  Such  a  course 
should  have  as  its  objectives  advanced  vocational 
knowledge.  Such  knowledge  would  be  required  only 
of  pupils  in  districts  wherein  there  is  a  demand  for 
bookkeepers  who  have  extensive  knowledge.  Should  a 
school  desire  to  include  a  third  year  of  bookkeeping 


in  the  program  of  studies  information  concerning  sug- 
gested course  contents  may  be  secured  from  the  State 
Department  of  Public  Instruction.  Since  a  third  year 
of  bookkeeping  would  be  a  skill  subject  and  highly 
vocational  in  its  nature,  it  should  be  placed  in  the 
twelfth  year. 
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A  Suggested  Record  System 

SUPERVISION  OF  EXTRA 

Need  for  Supervision 

Extra-ciiri-icular  activities  are  expected  to  give  the 
pupil  practice  in  useful  types  of  activity,  but  prac- 
tice alone  does  not  make  perfect.  Practice  must  be 
properly  guided  and  supervised  in  order  to  be  sure 
that  the  expected  benefits  will  be  derived,  and  it  is 
necessary  to  supervise  carefully  extra-curricular  ac- 
tivities if  we  are  to  guard  against  the  danger  of  the 
wrong  kind  of  jiractice  resulting  in  the  formation  of 
bad  habits  which  may  seriously  reduce  the  net  bene- 
fits received.  This  danger  is  particularly  insidious  if 
associated  with  some  of  the  incidental  features  of  the 
student  activity,  such  as  the  financial  transactions 
which  are  subsidiary  to  the  main  purpose  of  the  stu- 
dent organization.  But  when  a  student  who  would 
not  be  tempted  to  steal  a  dime  of  pei'sonal  funds 
from  another  student's  purse  will  calmly  appropriate 
to  his  own  use  hundreds — perhaps  thousands — of  dol- 
lars of  student  organization  funds,  the  seriousness  of 
the  situation  may  be  recognized.  AVithout  super- 
vision, there  is  danger  that  the  students  will  develop 
the  attitude  that  organization  funds  do  not  belong  to 
anyone  in  particular,  that  no  special  care  need  be  ex- 
ercised in  handling  these  funds,  and  that  no  great 
harm  is  donq  by  taking  some  of  the  uioney  when  con- 
venient. 

One  reason  for  this  undesirable  tendency  is  that  at- 
tention has  been  focused  on  the  ma.jor  purpose  of  the 
extra-curricular  organization,  while  financial  transac- 
tions have  been  considered  a  necessary  evil  which 
should  not  be  mentioned  in  polite  society.  Writers 
and  .speakers  on  the  sub,]ect  have  usually  neglected  the 
topic  of  financial  procedure.  Until  recently,  there 
seems  to  have  been  very  little  open  discussion  and  in- 
vestigation to  determine  the  most  desirable  method  of 
performing  such  important  activities. 

If  the  amount  of  money  handled  amounts  to  $4  a 
year  for  each  of  the  500,000  or  more  high  school  pu- 
pils in  Pennsylvania,  then  this  topic  is  concerned  with 
the  almost  unbelievable  sum  of  $2,000,000  per  year. 
This  sum  is  so  large  that  it  not  only  .justifies  but  re- 
veals an  imperative  need  for  proper  guidance. 

This  emphasis  upon  financial  matters  is  not  an  at- 
tempt to  eclipse  the  fundamental  objectives  of  the 
extra-cui'ricxilar  organization.  But  if  the  main  pur- 
poses are  to  be  attained,  finances  should  be  carefully 
and  systematically  handled  so  as  to  facilitate  rather 
than  to  hinder  the  success  of  the  project.  Money 

1  This  report  is  incliidea  in  the  manual  to  aid  secondary  schools  to 
make  a  more  complete  analysis  of  the  financial  situation  existing 
in  individual  schools.  It  was  prepared  by  the  following:  committee: 
H.  A.  Heath,  State  Teachers  College,  Indiana,  Pa.  (Chairman) 
John  F.  Davis,  Clyinrr  High  School.  Clymer,  Pa.  (Secretary) 
Hugh  M.  Bell,  Indiana  High  School,  Indiana,  Pa. 
R.  W.  Beamer,  Elders  Eidge  High  School,  Edri,  Pa. 

The  committee,  which  was  a  sub-committee  of  the  Committee  on 
Records  and  Reports,  worlced  under  the  direction  of  William  H. 
Bristow. 


T  III 

FOR  A  School  Organization 

CURRICULAR  FINANCES^ 

may  be  the  root  of  much  evil,  but  under  our  present 
economic  system  it  is  often  an  essential  prerequisite 
to  the  successful  development  of  an  extra-curricular 
program.  A  familiar  illustration  of  this  fact  is  ath- 
letics which  must  have  money  in  order  to  succeed. 
The  financing  of  an  extra-curricular  activity  is  merely 
an  incidental  problem,  but  if  it  is  neglected,  the  ac- 
tivity itself  may  be  embarrassed.  On  the  other  hand, 
the  proper  handling  of  financial  transactions  Avill 
strengthen  the  organization.  Furthermore,  a  positive 
advantage  may  accrue  if  the  student  develops  correct 
financial  habits  that  will  be  useful  to  him  in  later  life. 

Unfortunately,  experience  has  proved  that  this  ad- 
vantage cannot  be  depended  upon  to  appear  auto- 
matically. An  athletic  team  is  not  sent  out  without 
the  supervision  of  the  coach,  and  we  should  not  de- 
prive extra-curricular  organizations  of  financial  su- 
pervision that  will  help  the  student  learn  the  safest 
methods  of  handling  other  people's  money.  The  fre- 
quent newspaper  reports  of  graft  among  public  of- 
ficers in  this  country  challenges  the  school  to  provide 
training  that  will  encourage  a  higher  type  of  citizen- 
ship. The  only  safe  policy  is  to  maintain  constant  su- 
pervision over  all  extra-curricular  finances  so  that  we 
can  help  the  student  officers  become  responsible  and 
dependable  representatives  of  their  organization. 
These  students  are  immature  in  years  and  experience 
and  the  guidance  of  a  more  experienced  person  is 
needed  to  help  them  derive  enough  benefit  from  the 
activity  to  justify  its  existence  as  part  of  the  educa- 
tional program.  The  young  people  who  engage  in 
extra-curricular  activities  are  greatly  influenced  by 
their  environment,  and  their  future  welfare  demands 
that  they  witness  and  participate  in  only  the  very 
best  methods  of  handling  money. 

Specialized  Supervision 

Ordinarily,  it  is  preferable  to  provide  special  super- 
vision of  financial  transactions,  because  they  are  us- 
ually very  different  in  nature  from  the  principal  pur- 
poses of  the  student  project.  In  many  schools,  each 
organization  is  provided  with  an  adviser  or  sponsor 
who  is  a  member  of  the  faculty  and  expected  to  be  the 
official  medium  through  which  the  school  encourages 
the  desired  development  of  the  activity.  Theoreti- 
cally, this  faculty  adviser  could  give  financial  advice 
as  well  as  other  advice.  But  in  practice,  he  is  likely 
to  become  interested  in  the  primary  purposes  of  the 
group,  with  the  result  that  finances  are  neglected. 
Furthermore,  in  many  cases  he  is  not  specially  trained 
in  that  field  and,  perhaps,  has  never  made  a  careful 
study  to  discover  the  best  financial  system  for  a  stu- 
dent organization.  For  example,  the  main  purpose 
in  athletics  is  to  deal  with  the  activities  of  human 
beings,  and  the  officers  and  facility  adviser  of  an  ath- 
letic organization  are  usuallj''  selected  on  the  basis  of 
their  interest  in  athletics  with  little  inquiry  concern- 
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ing  their  ability  to  organize  properly  financial  details, 
which  are  a  matter  of  handling  money  and  require  an 
entirely  different  t.ype  of  organization  from  that  for 
athletics.  If  the  coach  has  time  and  is  familiar  with 
approved  financial  methods,  he  might  well  be  given 
the  extra  responsibility  of  guiding  financial  affairs. 
But  in  many  cases  the  coach's  time  is  croAvded  with 
his  regular  duties,  so  that  he  lacks  sufficient  time  for 
financial  supervision  even  when  qualified  for  the  task. 
A  similar  situation  is  found  in  many  other  extra-cur- 
ricular organizations  and  it  is  not  unusual  to  find 
the  faculty  adviser  reluctant  to  give  financial  advice 
to  an  inexperienced  student  treasurer,  with  the  result 
that  financial  mismanagement  is  liliely  to  occur  even 
when  the  best  intentions  and  the  strictest  honesty  are 
present. 

In  order  then,  to  provide  adequate  guidance  over 
finances,  it  is  usually  desirable  to  select  one  teacher 
whose  main  duty  will  be  to  help  the  students  organize 
and  improve  their  financial  procedure.  This  financial 
supervisor  is  not  burdened  with  the  other  activities 
of  the  organization  and,  therefore,  should  have  time 
to  help  the  student  officers.  It  is  not  his  function  to 
perform  personally  the  financial  transactions,  because 
that  would  rob  the  student  officers  of  the  experience 
and  valuable  training  that  result  from  actual  partici- 
pation in  financial  affairs  under  careful  guidance. 

A  supervisor  could  be  appointed  for  each  organi- 
zation, but  with  numerous  clubs  many  supervisors 
would  be  required.  Since  many  of  the  financial  prob- 
lems of  one  will  be  more  or  less  similar  to  those  of 
the  others,  considerable  unnecessary  duplication  of 
effort  would  exist  if  each  club  had  its  individual 
financial  supervisor.  Therefore,  it  seems  advisable 
to  bring  the  supervision  of  all  the  organizations 
under  one  supervisor  who  may  have  as  many  assist- 
ants as  are  needed  to  handle  the  volume  of  detail. 
This  plan  has  the  advantage  that  the  supervisor  is 
encouraged  to  make  a  specialized  st\idy  of  extra- 
curricular finances,  with  an  opportmiity  to  make  a 
wide  application  of  any  improvements  discovered. 
Furthermore,  uniform  policies  may  be  more  easily 
applied  and  the  procedure  simplified  for  students 
who  are  members  of  more  than  one  club. 

This  plan  of  specialized  financial  supervision  is 
absolutely  independent  of  the  centralized  treasury 
system  used  in  many  high  schools.  The  plan  can  be 
used  in  schools  that  permit  each  club  to  handle  its 
own  funds  through  a  separate  bank  account,  or  it 
can  be  used  in  schools  that  require  all  money  to  be 
deposited  in  a  special  central  treasury  liandled  by  a 
faculty  member.  If  the  school  has  a  centrafized 
treasurer,  he  may  also  act  as  supervisor  if  desired, 
but  that  is  not  necessarj^  The  two  functions  can  be 
combined,  or  they  can  be  operated  separately  with- 
out interfering  with  one  another. 

However,  there  are  many  school  principals  who  be- 
lieve that  both  the  centralized  treasury  plan  and  the 
specialized  supervision  are  necessary  if  the  high 
school  is  to  derive  the  greatest  possible  benefit  from 
its  extra-curricular  program.  If  the  volume  of 
transactions  is  small,  the  centralized  treasurer  may 


well  supervise  extra-curricular  finances,  but  if  it  is 
large,  a  separate  supervision  would  probably  be  ad- 
visable. It  is  extremely  important  that  special  at- 
tention be  paid  to  both  phases  of  the  financial  opera- 
tions, regardless  of  whether  the  duties  are  combined 
in  the  central  treasurer's  office  or  whether  the  super- 
vision is  in  charge  of  another  person.  The  size  of  the 
high  school  is  relatively  unimportant,  because  some 
of  the  smaller  high  schools  have  organizations  with 
a  complicated  financial  program,  while  most  of  the 
larger  high  schools  have  a  number  of  small  clubs 
whose  financial  activities  are  comparatively  simple. 

METHOD 

A  simple  method  of  supervision  is  to  require  each 
extra-curricular  organization  to  submit  a  report  of 
its  financial  transactions  to  the  .Supervisor,  who  Avill 
prescribe  the  form,  nature  and  content  of  the  report 
and  verify  it  by  an  external  audit.  The  process 
of  verification  is  simplified  by  specifying  'the  pro- 
cedure to  be  followed  and  records  to  be  made  when 
traujsacting  financial  affairs.  The  work  niust  be 
carefully  supervised  in  order  to  insure  that  all  de- 
tails are  given  proper  attention.  In  the  "Financial 
Procedure  for  Extra-Curricular  Finances ' '  suggestive 
instructions  to  students  are  given,  pennitting  a  maxi- 
mum of  student  participation.  If  the  club  officers 
make  a  serious  attempt  to  perform  the  duties  out- 
lined for  them,  this  precedure  can  probably  be  used 
without  much  change.  But  some  student  officers  are 
less  responsible  and  the  supervisor  will  find  it  ne- 
cessary to  keep  closeh^  in  touch  with  their  activities 
'40  that  he  can  remind  them  of  omissions  and  enforce 
careful  adherence  to  instructions.  It  may  often  be 
easier  for  him  to  handle  some  of  the  details  himself, 
so  he  may  desire  to  change  the  manual  to  fit  local 
conditions.  He  must  insist  upon  proper  records  even 
if  some  of  the  duties  are  taken  from  the  student 
officer.  All  this  should  be  done  tactfully,  avoiding 
unnecessary  coercion,  and  remembering  that  invis- 
ible government  is  most  effective. 

Within  each  organization,  the  report  brings  the 
Supervisor  in  touch  with  its  Avhole  financial  sj'-stem 
so  that  he  can  discover  its  Aveaknesses  and  help  im- 
prove conditions.  In  planning  a  financial  system 
for  an  extra-curricular  activity,  care  must  be  exer- 
cised in  tlie  selection  of  procedure.  It  is  not  simply 
a  matter  of  adopting  methods  Avhich  are  successful 
in  the  business  world.  Extra-curricular  fi'nances 
are  administered  by  young  people  with  little  or  no 
business  experience  or  training,  who  remain  in  office 
only  for  a  short  time  and  are  then  replaced  by  other 
inexperienced  officers.  Ordinarilj^,  there  is  no  com- 
pensation to  encourage  efficiency.  The  aim  should 
be  to  give  them  a  reasonable  amount  of  training,  but 
the  system  suggested  should  be  simple  with  everj^ 
detail  carefully  explained.  The  financial  operations 
need  to  be  studied  to  determine  Avhich  operations  are 
essential  to  success  and  Avhieh  are  not.  The  student 
should  be  guided  in  making  definite  plans  for  the 
performance  of  the  essential  operations  at  the  time 
and  place  best  suited  to  the  needs  of  the  situation, 
so  as  to  avoid  unnecessary  delay  and  confusion. 
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THE  CENTRALIZED  TREASURY 

The  eeutralized  treasury  plan  is  a  method  of  cen- 
tralizing extra-curricular  funds.  The  Central  Treas- 
urer may  be  the  principal  of  the  high  school,  or  some 
faculty  member  under  the  supervision  of  the  prin- 
cipal, who  will  receive  the  funds  of  all  extra-curri- 
cular organizations  for  deposit  in  one  bank  account. 
All  moneys  collected  by  the  student  clubs  will  be  de- 
posited with  him  and  a  separate  record  will  be 
kept  for  each  organization.  Whenever  an  organiza- 
tion desires  to  make  a  payment,  it  will  draw  an  or- 
der on  the  Central  Treasurer,  who  will  then  rtiake 
the  payment  as  requested,  providing  the  organiza- 
tion has  sutBcient  funds  on  deposit.  The  procedure 
resembles  the  operation  of  a  school  bank. 

The  centralized  treasury  is  recommended  for  the 
handling  of  the  funds  of  extra-curricular  organiza- 
tions in  the  high  school,  because  this  plan  gives  the 
administrative  officers  of  the  high  school  a  definite 
contract  with  these  financial  activities.  Even  if  all 
other  records  are  lost,  the  Central  Treasurer's  re- 
cords will  contain  much  infonnation  which  is  easily 
available  and  constantly  under  supervision.  Fur- 
thermore, if  each  organization  handles  its  funds 
separately,  thei-e  will  be  a  burden  upon  the  banks 
in  the  community  to  handle  the  numerous  small  ac- 
counts, only  a  few  of  which  will  be  large  enough  to 
be  a  profitable  business  and  most  of  which  will  be  of 
more  or  less  trouble  to  the  bank,  because  the  inex- 
peirienceed  student  treasurers  are  likely  to  make 
many  mistakes.  In  some  cases  the  bank  service 
charges  will  be  relatively  high  when  the  club  main- 
tains only  a  small  balance. 

Under  the  centralized  treasury  plan  these  scat- 
tered accounts  ai'e  brought  together  in  one  bank  ac- 
count, which  will  contain  the  total  of  all  the  ac- 
counts and  is  more  likely  to  be  large  enough  to  be 
worthwhile  for  the  bank  to  carry.  Furthermore,  the 
account  will  be  carefully  handled  through  the  cen- 
tral treasurer,  Avho  soon  becomes  experienced,  so  that 
fewer  mistakes  are  made.  Another  advantage  of 
the  centralized  treasury  is  that  when  a  student  treas- 
urer drops  out  of  school,  there  is  no  danger  of  his 
account  being  lost  or  overlooked.   If  the  organization 


had  an  individual  bank  account,  a  careless  treasurer 
might  fail  to  leave  a  record  of  the  amount  of  funds 
on  deposit  or  the  bank  in  which  deposited. 

The  Central  Treasurer  will  need  the  following 
forms : 

Form  1 — Statement  of  Keceipts.  Printed  or  mimeo- 
graphed and  furnished  to  club  treasurer. 

Form  2 — Receipt.  Kept  in  Central  Treasurer's  of- 
fice. Stock  forms  of  duplicate  receipts  may 
be  used,  but  specially  printed  receipts  are 
preferable. 

Form  3 — Cash  Eeceipts  Journal.  Kept  by  Central 
Treasurer.  A  stock  form  of  multi-colum- 
nar paper  may  be  used  by  writing  in  the 
heading  for  the  columns. 

Form  4 — Ledger.  Kept  by  Central  Treasurer. 
Stock  form. 

Form  5 — Treasury  Order.  Printed  or  mimeographed 
in  duplicate  and  furnished  to  club  treas- 
urer. 

Form  6 — Checkbook.  Kept  in  Central  Treasurer's 
office.    Usually  printed  by  a  bank. 

Form  7 — Record  of  Cash  Disbursements.  Kept  by 
Central  Treasurer.  Regular  multi-colum- 
nar form  may  be  used  by  writing  in  the 
appropriate  headings. 

Form  8 — Purchase  Order.  Printed  or  mimeo- 
graphed in  triplicate.  Kept  in  Central 
Treasurer's  office. 

These  forms  are  illustrated  in  the  discussion  that 
follows.  In  addition  to  these,  the  Central  Treasurer 
will  have  a  passbook  and  duplicate  deposit  slips,  which 
will  be  furnished  by  the  bank. 

When  a  student  has  collected  money  he  makes  a 
report  on  Foi^m  1,  shown  opposite,  and  presents  it 
Avith  the  cash  to  the  Central  Treasurer  at  the  regular 
time  and  place  designated  for  this  purpose.  Each 
organization  is  supplied  with  these  forms  in  advance. 
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Form  1 


ACTIVITY  ACCOUNT 
Hamilton  High  School 
Hamilton,  Pennsylvania 

STATEMENT  OF  RECEIPTS 


I  certify  that  the  followiug  is  a  true  and  complete  account  of  the  receipts  of: 
The  Mask  and  Wig  Club — Membership  Campaign 

Signed 


Receipt  No.  1 


Rebecca  C.  Brown 


DATE 

ITEM 

AMOUNT 

1933 
Sept. 

29 

20  Membership  Dues  at  $1.00 

?  20 

00 

(Receipts  No.  1  to  20,  inclusive) 

$  20.00 


The  above  amount  has  beer  received  and  placed  to  the  credit  of; 
The  Mask  and  Wig  Club 


Sept.  29, 


193  3 


Signed 


R.    M.  Jones 


Principal 


(Reverse  side  of  Form  1) 


HAMILTON  HIGH  SCHOOL 

Form  1 

Statement  of  Receipts 

Rec.  No.  1 

ACCOUNT 

The 

Mask  and  Wig  Club 

DATE 

Sept 

29,  1933 

AMOUNT 

$20.0 

0 

Form  2 


RECEIPTS 
ACTIVITY  ACCOUNT 
Hamilton  High  School,  Hamilton,  Pemisylvania 


No. 


Sept.  29, 


193  3 


Received  from 


Rebecca  C.  Brown 


$  20.00 


•  Twenty  and  no/100  —  ■  •  —  —  —  —  —  —  —Dollars 


For 


The  Mask  and  Wig  Club  Membership  for  a  year  (20  members) 


Recorded  on  Page     O  R  1 


Signed 


R.  M.  Jones 


The  Central  Treasurer  counts  the  money,  inspects 
the  report,  and  issues  a  receipt  to  the  student  on 
Form  2,  as  illustrated  above,  for  the  amount  of  money 


deposited.  The  number  of  the  receipt  is  placed  upon 
the  statement  for  cross  reference,  and  the  statement 
is  then  filed  by  the  Central  Treasurer. 


ACTIVITY  ACCOUNT 
Hamilton  High  School,  Hamilton,  Pennsylvania 
Form  3  CASH  RECEIPTS  Page      C  R  1 


Date 

Receipt  to 

Explanation 

Rec. 
No. 

P 

Account 

Cash 
Rec'd 

Deposits 

No. 

Name 

Amounts 

Date 

1933 
Sept. 

29 

Rebecca  C.  Brown 

Membership 

1 

4 

4 

Mask   &   Wig  Club 

1 

'  $20 

00 

j 

29 

John  B.  Thomas 

Football  Tickets 

2 

7 

7 

Athletic  Association 

42 

50 

62  50 

Sept. 
29 

48 
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The  duplicate  of  the  receipt  issued  is  the  basis 
for  the  entry  in  the  record  of  Cash  Receipts,  as  il- 
lustrated in  Form  3,  above.  Just  before  bank-clos- 
ing time  the  Central  Treasurer  will  take  all  money 
on  hand  to  the  bank  for  deposit,  and  the  duplicate 


deposit  slip  or  the  pass  book  will  be  the  basis  for  the 
entry  in  the  deposit  column  of  the  Cash  Receipts. 

The  entries  on  Form  3  are  posted  to  the  ledger, 
which  contains  a  separate  account  for  each  organi- 
zation, similar  to  Form  4,  below. 


Form  4 — Ledger 

Name  of  Organization 


ACTIVITY  ACCOUNT 

Hamilton  High  School 
Hamilton,  Pennsylvania 


The  Mask  and  Wig  Club 


Account  No.  4 
Sheet  No.  1 


Date 

Items 

F 

Rec. 

1933 
Sept. 

20 

Membership 

CB  1 

20 

00 

Oct. 

4 

Sales  Expense 

CD  1 

Paid 

14 

40 

Dr. 

Cr. 

Balance 

Balance 

20 

CO 

5 

60 

Both  journal  entries  and  ledger  postings  should  be 
kept  up  to  date.  Ordinarily,  all  ledger  accounts  will 
show  a  debit  balance,  but  if  a  club  does  happen  to 
overdraw  its  account  temporarily,  the  placing  of  the 
amount  of  the  overdraft  in  the  credit  column  will 
attract  the  Central  Treasurer's  attention.  If  the 
banks  close  at  3  :00  p.  m.,  the  Central  Treasurer  may 
decrease  the  amount  of  funds  held  over  night  by 
instructing  the  students  to  make  their  deposits  be- 
tween 1 :00  p.  m.  and  2  :00  p.  m.  every  day,  so  that 
the  funds  may  be  deposited  in  the  bank  on  the  same 
day.  The  students  should  be  instructed  to  deposit 
all  money  on  hand  each  day  at  the  regular  time ; 
however,  if  any  considerable  amount  of  money  is 
collected  after  the  banking  hours,  students  should 
make  special  arrangements  in  advance  with  the  Cen- 


tral Treasurer,  so  that  the  funds  can  be  protected 
by  being  placed  in  the  school  safe  instead  of  having 
the  student  take  the  risk  of  carrying  the  cash  over 
night. 

When  the  organization  desires  to  spend  some  of 
this  money,  it  will  draw  an  order  on  the  Central 
Treasurer,  as  illustrated  in  Form  5,  below,  which  is 
made  out  in  duplicate,  the  original  filed  with  the 
Central  Treasurer  and  the  duplicate  kept  by  the  club 
Treasurer.  (The  Central  Treasvirer  will  keep  each 
organization  supplied  with  these  forms).  The  Cen- 
tral Treasurer  will  then  write  the  check.  Form  6, 
enter  the  check  number  on  the  treasury  order,  and 
send  both  of  them  to  the  creditor,  who  will  sign  the 
receipt  on  the  bottom  of  the  Treasury  Order  and  re- 
turn it  to  the  Central  Treasurer. 


Form  5 
The 


ACTIVITY  ACCOUNT 
Hamilton  High  School 
Hamilton,  Pennsylvania 

TREASURY  ORDER 


Mask  and  Wig  Club 


Name  of  Club 
Name  of  Payee  The  Brown  Candy  Company 


Check  No.  1 

authorizes  the  payments  indicated  below. 
City 


Attach  invoice  or  bill,  or  describe  below. 


Address 


Date 

Quantity 

Description 

Budget 
Classiflcation 

Price 

Unit 

Total 

1933 
Oct. 

4 

480  bars 

Chocolate  #20 

Sales  Expense 

03 

14 

40 

480  bars  of  candy 

received— J.  M. 
Roberts,  Vice- Pres. 

I  certify  that  the  prices  and  clerical  accuracy  of  the  above  Items  have  been  verified,  that  the  items  have  been  received,  that  each  is 
authorized  by  our  budget,   and  that  this  organization  is  responsible    for  payment. 

Examined  and  approved  for  payment. 


Rebecca  C.  Brown  R-  M.  Jones 


Treasurer 


Principal 
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PLEASE  SIGN  AND  RETURN 


$  14.40 


Hamilton,  Pa.     Oct.  4,     193  3 


Received  from  the 


Mask  and  Wig  Club 


of  Hamilton  High  School 


Fourteen  and  40/100   Dollars 


[n  full  payment  of  the  above  account. 


The  Brown  Candy  Company 

by  John  Smith,  Treas. 


(Reverse  side  o£  Form  5) 


HAMILTON  HIGH  SCHOOL 


Form  5    TREASURY  ORDER  

ACCOUNT  The  Mask  and  Wig  Club 

DATE  Oct.  4, 


No.  1 


193  3 


IN  FAVOR  OP 
AMOUNT 


The  Brown  Candy  Company 


$  14.40 


When  the  treasury  order  comes  back  to  the  office 
of  the  Central  Treasurer,  attach  all  subsidiary 
papers,  and  file  it  numerically  as  a  record  and  ex- 
planation of  the  disbursement.  After  the  cancelled 
check  comes  back  from  the  bank  and  the  bank  re- 
conciliation is  made,  it  will  be  filed  with  the  corres- 


ponding treasury  order. 

At  least  once  a  year  the  Central  Treasurer  will 
probably  ask  the  superintendent  or  the  school  board 
to  appoint  an  auditor  to  verify  his  records;  and  this 
file  of  treasury  orders,  if  complete,  will  help  much  in 
the  verification  of  disbursements. 


No.  1 

Form  6 

STATE 

BANKING  COMPANY               Check  No.  1 

Oct.  4, 

193  3 

Hamilton,  Pa.     Oct.  4,      193  3 

To;      The  Brown 

Candy  Co. 

For:      480  Bars 

Chocolate  #20 

OTTNT 

V./  U  i->  i 

Schoo 

■incipa 

Pay  to  the 
Order  of 

The  Brown  Candy  Co.                    $  14.40 

Balance  For'd 

O 
O 

< 

cm 

Fourteen  and 

40/100 

n 

a 

w 

Deposit 

$  62.50 

Eh 

□ 

O 

For  480  bars 

chocolate 

#20 

o 

Total 

$  62.50 

el 

O 

a 

S 

Am't.   this  check 

14.40 

< 

w 

Hamilton  High  School  Activity  Acct. 

Balance 

$  48.10 

R.  M.  Jones 

Tax 

.02 

Principal 

$  48.08 

Care  must  be  exercised  to  show  complete  informa- 
tion on  the  check  stub,  which  is  the  basis  for  the 
entry  in  the  Cash  Disbursements  Journal,  illustrated 


on  the  next  page.  Each  of  these  journal  entries  is 
posted  to  the  appropriate  account  in  the  ledger.  (See 
Form  4) 
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Form  7 


ACTIVITY  ACCOUNT 
Hamilton  High  School,  Hamilton,  Pennsylvania 
CASH  DISBURSEMENTS 


Page  No. 


Date 

Payee 

Explanation 

Check 
No. 

F 

Account 

Cash 
Paid 

Bank 
Balance 

No. 

Name 

isr 

Oct. 

3 

4 

Brown   Candy  Co. 

Sales  Expense  Candy 

1 

4 

Mask  & 
Wig  Club 

14 

42 

48 

OS 

1 

If  the  organization  desires  to  buy  on  credit,  it 
must  use  Form  8,  illustrated  below,  which  is  made  in 
triplicate,  the  original  white  sheet  to  the  seller,  the 
yellow  copy  to  the  organization,  and  the  blue  copy 
kept  by  the  Central  Treasurer.  The  purchase  orders 
are  kept  in  the  Central  Treasurer's  office,  and  none 


are  issued  except  from  his  office.  The  blue  copies  are 
filed  in  an  "Unpaid  Accounts"  folder  as  a  record  o£ 
all  debts  outstanding.  When  the  treasury  order  is 
executed,  the  date  and  cheek  number  are  written  on 
the  purchase  orderj  which  is  then  transferred  from 
the  "Unpaid"  to  a  "Paid"  folder. 


ACTIVITY  ACCOUNT 
Hamilton  High  School 
Hamilton,  Pennsylvania 
B.  M.  Jones,  Principal 


PURCHASE  ORDER 

Form  8 

To    The  Brown  Candy  Company 


Order  No. 


City 


Name  of  Seller 


Address 


You  are  hereby  authorized  to  furnish  the  items  listed  below  and 
charge  the  Mask  and  Wig  Club 


Name  of  Club 

Send  all  statements,  in  duplicate,  to  the  high  school  principal.  Nn 
charge  is  valid  unless  authorized  by  a  purchase  order  signed  by  the 
principal. 


Quantity 

Description 

Unit 
Price 

Price 

480  bars 

chocolate  #20 

03 

14 

40 

14 

40 

Please  show  purchase  order  number  on  invoice  and  package  in  order 
to   facilitate  payment. 


Order  requested  by 


Approved  on 


J.  M.  Roberts 


Vice-President 


Name  Title 
1033,   by  B.   M.  Jones 


Paid  on  Oct.  4,  1933,  with  Check  No.  1. 


Principal 


FINANCIAL  PROCEDURE  FOR  EXTRA 
CURRICULAR  ORGANIZATIONS 

If  extra-curi'ieular  activities  are  to  yield  the  full 
benefit  that  we  have  a  right  to  expect,  they  should 
provide  practice  in  the  use  of  a  proper  method  for' 
performing  a  given  task.  This  is  especially  import- 
ant with  regard  to  financial  procedures.  Nothing 


less  than  the  best  possible  kind  of  training  should 
be  tolerated  in  connection  with  these  activities  which 
are  accompanied  by  so  many  risks  of  embarrassing 
situations. 

The  following  instructions  are  intended  to  be  a 
definite  guide  to  extra-curricular  organizations  in 
performing  financial  transactions.  The  aim  is  to 
outline  a  system  that  will  help  the  officers  in  their 
financial  duties  and  make  it  possible  for  them  to 
prepare  accurate  reports.  The  Supervisor  of  Extra- 
curricular Finances  will  help  the  student  clubs  in- 
stall this  system  and  aid  in  its  operation.  He  will 
verify  these  financial  records  by  an  external  audit, 
which  will  prove  their  accuracy  and  protect  the 
officers.  These  records  will  be  the  basis  for  periodic 
reports,  which  will  be  prepared  by  each  organization 
and  submitted  to  the  Supervisor,  who  will  combine 
them  into  a  summary  report  to  the  school  authorities.. 

The  general  procedure  is  uniform  for  all  organiza- 
tions, so  that  there  is  less  danger  of  confusion  when 
a  student  is  connected  with  more  than  one  organiza- 
tion. If  these  instructions  are  carefully  followed, 
the  procedure  in  one  organization  will  be  similar 
to  that  in  any  other  organization.  Some  of  the 
smaller  organizations  whose  financial  transactions 
are  easily  explained  and  few  in  number,  will  want 
a  simple  system  of  records  and  may  need  only  part 
of  the  records  described  in  this  manual.  They  will 
not  need  to  add  any  details  to  the  system  described 
here  beyond  the  choice  of  specific  names  to  be  used  as 
most  clearly  descriptive  of  their  transactions.  On 
the  other  hand,  some  of  the  larger  organizations  will 
need  a  fairly  comprehensive  system  of  records  and 
will  probably  desire  to  expand  this  skeleton  system 
to  show  more  of  the  details.  Minor  variations  will 
be  permitted  in  order  to  adapt  the  procedure  to  dif- 
ferences in  conditions;  and  each  organization  may 
subdivide  the  general  accounts  as  much  as  necessary 
to  furnish  the  information  desired.  The  officers  of 
each  organization  will  consult  the  Supervisor  con- 
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cerning-  variations,  and  in  eacli  case  specific  instruc- 
tions will  be  issued  Avliich  should  be  carefully  ob- 
served until  a  change  is  approved.  Definiteness  and 
simplicity  have  been  emphasized,  and  as  a  i-esult 
some  of  the  instructions  may  be  somewhat  rigid,  but 
revisions  will  be  necessaiy  as  conditions  change  and 
as  experience  reveals  opportunities  for  improvement. 
The  student  officers  are  invited  to  cooperate  with  the 
Supervisor  by  sending  him  their  suggestions. 

PURPOSES 

The  general  purpose  of  the  supei'vision  of  extra- 
curricular finances  is  to  guide  and  direct  the  finan- 
cial activities  so  that  the  greatest  possible  benefit 
will  be  derived  from  each  dollar.  A  special  effort 
should  be  made  to  do  the  following: 

1.  To  train  students  in  the  performance  of  the 
financial  transactions  of  extra-curricular  or- 
ganizations, and  in  the  use  of  systematic  and 
business-like  methods  that  will  facilitate  effi- 
cient operations.  This  training  will  have  edu- 
cational value  to  the  student  officer  because 
it  is  definite,  concrete  experience  in  under- 
taking specific  tasks  for  which  he  will  be  di- 
rectly responsible.  Insofar  as  the  usefulness 
of  the  officer  is  increased,  the  group  has  bene- 
fited. Furthermore,  the  student  should  de- 
velop the  ability  to  use  sound  financial  methods 
in  his  personal  affairs. 

2.  To  develop  the  attitude  that  the  treasurer  of 
a  club  is  really  a  trustee,  entrusted  with  the 
control  of  money  which  belongs  to  others,  with 
the  duty  of  administering  the  funds  for  the 
good  of  the  group.  The  treasurer  renders 
an  unselfish  service  to  his  club,  but  he  is  re- 
sponsible for  greater  care  in  protecting  the 
money  than  if  it  were  his  own. 

3.  To  assist  extra-curricular  organizations  in  the 
installation  and  operation  of  a  system  of 
financial  procedure  that  will  give  effective  con- 
trol over  finances  with  records  that  are  reason- 
ably accurate  and  clear.  The  system  should 
encourage  honest  service,  and  provide  for  veri- 
fication of  reports  as  a  protection  to  the  offi- 
cers. Complete  reports  should  be  made  to  the 
organization  so  that  all  the  members  may 
know  and  understand  the  results  of  financial 
transactions. 


1.  To  supply  information  to  the  school  adminis- 
tration concerning  the  financial  affairs  of  the 
extra-curricular  activities.  If  the  public  is 
displeased  with  any  act  of  the  school  club, 
the  school  will  probably  receive  the  blame. 
Failure  to  prevent  undesirable  practices  may 
be  construed  by  the  public  as  an  implied  ap- 
proval. Therefore,  the  school  administration 
should  be  supplied  with  complete  information 
so  that  suggestions  may  be  made  when  ne- 
cessary. Unnecessary  interfei-enee  will  be 
avoided  as  it  is  preferable  for  each  organiza- 
tion to  consider  carefully  its  financial  program 
and  discover  for  itself  the  opportunities  for 
improvement. 

PRELIMINARY  ORGANIZATION 

Selection  of  Officers: 

The  extent  to  which  an  organization  fulfills  its 
functions  depends  upon  the  quality  of  officers  that 
are  responsible  for  its  work,  so  it  is  important  that 
much  care  be  exercised  in  their  selection.  The  per- 
sons in  charge  of  an  election  of  new  officers  should 
carefully  explain  to  the  voters  and  candidates  the 
principal  duties  of  the  different  offices  and  emphasize 
that  the  success  of  the  group  depends  largely  upon 
selecting  the  person  for  each  office  who  is  best  quali- 
fied_  to  perform  the  duties  connected  with  it.  The 
duties  of  the  treasurer  require  a  willingness  to  make 
a  careful  and  accurate  record  of  all  necessary  details. 
A  student  that  is  willing  to  do  this  will  probably  fail 
to  render  the  quality  of  service  that  the  organiza- 
tion has  a  right  to  expect  from  its  treasurer.  No 
amount  of  popularity  will  correct  mistakes  nor  com- 
plete inaccurate  or  inadequate  records. 

REGISTRATION 

The  first  duty  of  the  officers  is  to  make  sure  that 
they  are  properly  registered  with  the  Supervisor  as 
an  organization  that  plans  to  engage  in  financial 
activities.  This  is  accomplished  by  filling  in  the 
blanks  on  Form  R  1,  Financial  Registration,  and 
filing  it  with  the  Supervisor. 

This  form  is  illustrated  below  and  may  be  obtained 
from  the  Supervisor.  It  is  important  that  new  offi- 
cers prepare  one  of  these  forms  so  that  the  Super- 
visor's records  will  be  kept  up  to  date  and  show  the 
names  of  the  officers  who  are  responsible  for  the  finan- 
cial activities  of  the  organization. 


SUPERVISION    OF   EXTRA-CURRICULAR  FINANCES 
Hamilton    High    School,    Hamilton,  Pennsylvania 
form    --<i  FINANCIAL  REGISTRATION 

N'ame  of  Organization  The  Mask  and  Wig  Club 

Purpose  To  develop  social  activities  and  to  promote  the  ivelfare  of  the  whole  student  body. 

Membership  Requirements  Regularly  enrolled  students   in  the  high  school 


Name  of  Faculty  Advisor  M.  A.  Moore 


Sept.  14,        193  3 
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PENNSYLVANIA  DEPARTMENT  OF  PUBLIC  INSTRUCTION 


To  the  Supervisor: 

The  officers  of  this  organization  hereby  apply  for  permission  to  perform  financial  transactions.  We  will  send  a  representative  to  you 
for  instruction  before  starting  our  financial  activities. 

Signed  William   B.    Smith  J.  M.  Roberts 

President  Vice-President 
N.  E.  Schmidt  Rebecca   C.  Brown 

Secretary  Treasurer 
On        Sept.  14,  1933      ,  the  total  number  of  active  members  was     S8   ,  as  listed  below: 

Separate  list  attached. 


ANALYSIS  OF  FINANCIAL  ACTIVITIES 

After  the  officers  have  been,  elected  and  the  organi- 
zation has  been  properly  registered  with  the  Super- 
visor, the  next  step  is  to  plan  the  activities  that  they 
will  attempt  during  their  term  in  office.  The  suc- 
cess or  failure  of  a  club  depends  largely  upon  the 
care  and  attention  given  it  by  the  officers.  This  be- 
ing true,  they  will  find  it  to  their  advantage  to  study 
the  situation  for  the  purpose  of  selecting  the  activi- 
ties which  will  be  most  helpful.  Some  of  the  projects 
will  probably  involve  financial  transactions,  which 
should  be  given  special  consideration  by  the  whole 
group  of  officers  acting  as  an  executive  committee. 
The  Treasurer  must  be  responsible  for  performing 
the  transactions  after  the  decision  has  been  made,  but 
he  should  not  act  without  first  receiving  definite 
authorization. 

In  general,  there  are  seven  points  to  be  considered 
in  organizing  the  financial  program  of  an  extra-cur- 
ricular organization.  Each  of  these  seven  processes 
requires  careful  attention  in  order  to  provide  an  ef- 
fective financial  procedure. 

1.  BUDGET.  An  estimate  or  budget  of  receipts 
and  expenditures  is  necessary  for  intelligent 
planning  and  as  a  guide  for  the  financial  opera- 
tions. 

2.  FORMS.  The  proper  performance  of  the  bud- 
get plans  will  require  forms  and  records  which 
should  be  selected  and  prepared  in  advance, 
so  that  there  will  be  no  delay  when  operations 
begin. 

3.  COLLECTIONS.  Successful  collection  of 
funds  is  often  a  prerequisite  to  the  success  of 
an  organization.  The  sources  of  funds  are  de- 
cided by  the  budget.  The  necessary  forms  to 
be  used  should  have  been  selected  and  pre- 
pared beforehand.  Ordinarily,  some  form  of 
receipt  will  be  issued  for  every  cent  collected. 

4.  PROTECTION.  After  money  has  been  col- 
lected, extreme  care  is  necessary  to  safeguard 
it  against  loss  or  misappropriation.  Arrange- 
ments should  be  carefully  made  in  advance  in 
order  to  provide  safety  without  unnecessary 
trouble. 

5.  DISBURSEMENTS.  A  definite  procedure  is 
necessary  to  insure  that  all  payments  will  be 
made  according  to  the  budget  and  the  desires 
of  the  organization.  Before  payment  is  made, 
the  Treasurer  will  require  evidence  that  it  is  a 
valid  claim  against  the  organization  and  that 
payment  has  been  authorized  by  a  Treasury 
Order. 


6.  REPORTS.  The  organization  and  school  ad- 
ministration are  entitled  to  complete  informa- 
tion in  the  form  of  regular  reports  of  all  finan- 
cial transactions  that  are  performed  in  the 
name  of  the  organization.  Promptness  and 
accuracy  are  essential. 

7.  REVISION.  One  way  to  achieve  progress  is 
to  improve  upon  the  past.  The  records  should 
be  periodically  reviewed  and  the  lesson  of  ex- 
perience made  effective  by  a  revis-ion  of  plans 
for  the  purpose  of  eliminating  the  causes  of 
past  failures,  and  increasing  the  effectiveness 
of  the  successful  operations. 

THE  BUDGET 

The  exercise  of  forethought  and  planning  is  essen- 
tial if  financial  activities  are  to  be  effectively  con- 
trolled. The  purpose  of  budgeting  is  to  prepare  a 
statement  which  shows  an  estimate  of  the  expendi- 
tures that  will  be  needed  to  accomplish  the  objectives 
of  the  organization,  an  estimate  of  the  amount  that 
may  be  collected,  and  the  proposed  methods  of  raising 
the  necessary  funds.  Such  estimates  are  commonly 
used  by  every  organization,  but  in  many  cases  they 
are  somewhat  indefinite,  and  are  likely  to  be  forgotten 
becaiise  they  have  not  been  put  into  writing.  A 
written  statement  is  much  more  definite  and  more 
easily  understood. 

Each  organization  should  adopt  a  written  budget 
as  part  of  its  formulation  of  plans  for  the  year.  A 
tentative  statement  should  be  prepared  by  a  Budget 
Committee  composed  of  the  President,  the  Vice-Presi- 
dent, the  Secretary,  and  the  Treasurer,  unless  a  spe- 
cial committee  is  appointed.  This  committee  will 
analyze  the  general  plans  of  the  organization  for  the 
year,  and  determine  which  objectives  will  require  the 
expenditure  of  money.  It  will  classify  disbursements 
and  estimate  the  amount  of  money  needed  for  each 
class.  Furthermore,  it  will  suggest  methods  of  rais- 
ing the  funds,  listing  the  different  sources  of  revenue 
and  estimating  the  amount  of  money  that  may  be  de- 
rived from  each.  The  total  estimated  receipts  should, 
of  course,  equal  or  exceed  the  total  estimated  dis- 
bursements, in  order  to  "balance  the  budget." 

The  budget  will  be  simple  or  complex,  according 
to  the  degree  of  complexity  of  the  financial  activities 
of  the  organization.  The  records  of  the  previous  year, 
if  properly  kept,  will  give  helpful  information  con- 
cerning the  items  that  were  included  in  the  last  year 's 
activities,  and  the  names  of  the  accounts  to  be  used 
during  the  year  should  be  chosen  and  a  written  ex- 
planation of  each  provided  for  the  Treasurer.  If 
the  budget  of  each  year  is  kept  on  file,  showing  the 
estimate  at  the  beginning  of  the  year  for  each  item, 
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and  the  actual  figure  as  determined  at  the  end  of  the 
year,  the  task  of  making  the  new  budget  will  not  be 
difficult.  Form  B-1,  Budget,  is  recommended  for 
this  purpose. 

After  the  estimates  have  been  tentatively  decided 
upon  by  the  Budget  Committee,  they  should  be 
brought  before  a  business  meeting  of  the  organiza- 
tion, and  the  members  given  an  opportunity  to  sug- 


gest desired  changes.  Formal  action  with  a  definite 
vote  should  be  taken,  authorizing  the  officers  to  per- 
form the  financial  operations  included  in  the  budget. 
This  action  should  be  recorded  on  the  minutes  of  the 
organization  for  the  protection  of  the  officers.  The 
budget,  as  finally  adopted,  serves  as  a  guide  to  the 
financial  operations  of  the  organization.  A  speci- 
men budget  is  shown  on  the  next  page. 


FORM  Bl  BUDGET 

SUPERVISION   OF  EXTRA-CUREICULAR  FINANCES 
Hamilton   High   School,    Hamilton,  Pennsylvania 


Form  B-1 

Name  of  Organization 
Period  from 


BUDGET 


The  Mask  and  Wig  Club 


Sept.  12, 


Approved  and  authorized  by  this  organization 

M.  A.  Moore 

Faculty  Adviser 


1933 


to 


May 


193  4 


Filed   with    the    Supervisor  on 


Sept.  28, 


Sept.  27, 


193  3 


Signed 


Rebecca  O.  Brown 


Treasurer 


Estimated 
Amounts 

Actual 
Amounts 

Variations 

Increase 

[  Decrease 

RECEIPTS 

1.  Memberships: 

40  at  $1.00 

$  40 

00 

2.  Sales: 

Total  from   Schedule  I 

225 

00 

j 

3.   Other  Receipts: 

1  

A.    Total  Receipts 

265 

00 

B.   Add  Cash  on  Hand  Beginning 

2 

97 

C.    Total  Funds  Available 

267 

97 

DISBURSEMENTS 

1.  National: 

2.  Insignia: 

40  Members'  Buttons  at  5«f 

2 

00 

3.  Social: 

4  Parties  at  $10.00  each 

40 

00 

4.  Advancement: 

Total  from  Schedule  II 

75 

00 

5.  Service: 

Total  from  Schedule  III 

40 

DO 

6.  Operation: 

SuppKes 

5 

00 

7.    Sales  Expense: 

Total  from  Schedule  IV 

100 

75 

8.    other  Disbursements: 

D.    Total  Disbursements 

262 

75 

E.    BALANCE   fltem  C  minus  D) 

5 

22 

1933 


Note:    See  accompanying  schedules  for  explanation  of  totals.     The  last  three  columns  will  be  filled  in  at  the  end  of  the  year. 
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BUDGET  SCHEDULES 

Schedule  I — Estimate  of.  Sales 

Sales  of  Candy    $  75.00 

Sales  of  Play  Tickets  :    300  @  50e   150.00 

Total  Estimated  Sales    $225.00 

Schedule  II — Estimate  of  Disbursements  for  Ad- 
vancement 

Outside  Speakers   $  40.00 

Delegates  to  Convention    25.00 

Scholarship  Prize    10.00 


Total  Estimate  for  Advancement  .  $  75.00 

Schedule  III — Estimate  of  Service  Disbursements 

Community  Chest    $  20.00 

School  Yearbook    10.00 

Flowers    10.00 

Total  Estimate  for  Service    $  40.00 

Schedule  IV- — Estimate  of  Sales  Expense 

Expenses  Connected  with  Sale  of  Play  Tickets : 

Costumes    $  20.00 

Advertising    10.00 

Printing    12.00 

Supplies    10.00 

Total  Play  Expense    $  52.00 

Expenses  Connected  with  Sales  of  Candy : 

Cost  of  Candy    $  45.00 

Salesmen  Commissions  3.75 


Total  Candy  Sales  Expense 


48.75 


Total  Sales  Expense    $100.75 

Since  the  budget  is  a  list  of  estimates  for  various 
items,  the  budget  committee  should  have  a  clear  rui- 
derstanding  of  the  meaning  of  each  item  or  account 
mentioned  on  Form  B-1,  Budget,  because  all  receipts 
and  disbursements  must  be  classified  under  one  of 
these  accounts.  A  suggested  list  of  accounts  is  given 
in  the  illustrative  budget  on  the  preceding  page,  but 
the  conditions  in  a  particular  school  may  make_  it 
desirable  to  select  names  which  are  in  harmony  with 
the  local  situation.  In  any  case,  each  account  should 
be  carefully  defined  in  writing.  If  the  officers  are 
in  doubt  about  the  classification  of  any  item,  the  mat- 
ter should  be  referred  to  the  Supervisor. 

For  the  sake  of  simplicity  the  list  of  accounts  has 
been  kept  short.  Some  organizations  may  not  have 
any  transactions  wliich  come  within  the  description 
of  certain  accounts  and,  therefore,  mil  not  use  those 
accounts.  For  example,  an  athletic  organization  may 
need  separate  records  of  the  receipts  from  various 
kinds  of  sports,  which  will  require  subdividing  Sales 
into  several  different  Sales  accounts  such  as  Football 
Sales,  Basketball  Sales,  Baseball  Sales,  and  Track 
Sales.  The  general  classification  should  be  strictly 
observed,  but  each  organization  may  subdivide  any 
account  according  to  its  own  needs,  and  rise  account 
names  wliich  are  most  expressive  for  its  purposes. 


FINANCIAL  ACCOUNTS 

Receipts  D  isbunsements 

1.  Memberships  1.  National         5.  Service 

2.  Sales  2.  Insignia         6.  Operation 

3.  Other  3.  Social  7.  Sales  Expense 

4.  Advancement  8.  Other 

EXPLANATION  OF  ACCOUNTS  FOR 
RECEIPTS 

1.  MEMBEESHIPS:    This  term  refers  to  money 

collected  from  members  in  payment  of  charges 
which  apply  only  to  members.  Funds  col- 
lected from  non-members  will  not  be  recorded 
in  this  account  but  will  be  classified  under 
Sales,  which  is  explained  below.  This  source 
of  receipts  includes  such  items  as  dues,  fees, 
assessments,  and  fines  which  are  ordered  by 
the  organization  and  which  the  member  is  ex- 
pected to  pay  as  part  of  his  responsibility  of 
membership.  Usually,  a  receipt  is  given  to 
the  member  when  the  money  is  collected. 

This  account  also  includes  collections  from 
the  sale  of  jewelry  and  other  insignia  that  are 
sold  only  to  members,  or  the  sale  of  tickets  or 
programs  to  events  restricted  to  members. 

If  the  organization  desires  to  use  some  name 
other  than  membership,  it  may  use  the  term 
'\\hieh  is  most  meaningful  for  its  own  use.  It 
may  also  subdivide  memberships  into  several 
accounts  in  order  to  have  separate  records  of 
the  different  kinds  of  receipts,  if  it  so  desires. 

2.  SALES :  This  account  includes  all  receipts  from 

the  sale  of  privileges,  services,  or  goods  that 
are  sold  by  the  organization  to  non-members 
as  well  as  members,  such  as  the  sale  of  tickets 
to  events,  publications,  food,  or  other  trans- 
actions in  which  the  organization  is  the  seller. 
The  total  or  gross  receipts  are  recorded  in  this 
account,  and  all  related  expenses  are  listed  as 
disbursements  and  classified  as  Sales  Expense. 
This  account  may  be  subdivided  as  need  arises. 

3.  OTHER  RECEIPTS:    This  caption  is  used  for 

all  receipts  from  sources  not  described  in  the 
two  accounts  preceding.  It  includes  donations 
and  loans  received,  refunds,  and  similar  items. 
Each  item  should  be  fully  explained. 

EXPLANATION  OF  ACCOUNTS  FOR 
DISBURSEMENTS 

1.  NATIONAL:  This  classification  includes  all  dis- 

bursements to  the  national  or  district  organiza- 
tion, of  which  the  local  organization  is  a  part. 
In  this  account  will  be  recorded  the  payment 
of  dues,  assessments,  and  fines  levied  by  the 
natioiial  organization.  A  number  of  the  school 
organizations  are  purely  local,  and  will  not 
have  any  disbursements  of  this  nature. 

2.  INSIGNIA:    The  purpose  of  this  account  is  to 

show  the  total  disbursements  for  organization 
insignia,  such  as  badges,  rings,  or  membership 
buttons  which  the  organization  buys  for  its 
members.    In  many  cases,  a  special  charge  is 


I 


BULLETIN  84— BOOKKEEPING  FOB  SENIOR  HIGH  SCHOOLS 


55 


made  against  each  member  that  receives  the 
insignia.  In  this  case,  the  collection  from  the 
member  is  recorded  as  one  of  the  items  under 
Memberships. 

3.  SOCIAL:    This  classification  includes  disburse- 

ments for  social  affairs  of  all  kinds,  such  as 
picnics,  parties,  dances,  or  dinners,  the  chief 
aim  of  which  is  the  social  enjoyment  of  the 
members.  This  account  may  be  sub-divided 
if  desired. 

4.  ADVANCEMENT :  This  account  will  be  a  record 

of  all  disbursements  for  the  purpose  of  ad- 
vancing the  major  purposes  of  the  organiza- 
tion, or  of  deriving  a  lasting  benefit  for  the 
organization  or  its  meiubers.  It  will  include 
expenses  of  delegates  to  conventions,  expenses 
of  holding  a  convention,  expenses  of  speakers 
for  educational  programs,  and  expenses  for 
prizes  or  awards  given  to  stimulate  some  worth- 
while activity. 

5.  SERVICE :   This  account  includes  all  disburse- 

ments for  the  purpose  of  helping  others,  such 
as  gifts,  donations  to  a  Community  Chest, 
scholai'ships,  payments  in  support  of  the  year- 
book or  other  school  activities,  and  flowers  sent 
as  a  token  of  courtesy  or  sympathy. 

6.  OPERATIONS:    This  classification  includes  all 

disbursements  for  ordinary  operations  of  the 
organization,  such  as  postage,  stationery,  and 
supplies. 

7.  SALES  EXPENSE:    This  account  includes  all 

disbursements  that  are  directly  related  to  the 
items  classified  as  Sales  under  Receipts.  For 
example,  if  candy  is  sold  by  a  school  club,  the 
amount  received  would  be  classified  as  Sales, 
but  the  payment  for  the  candy  purchased 
would  be  cla.ssified  as  Sales  Expense,  so  that  the 
profit  from  the  project  may  be  computed 
by  subtracting  Sales  Expense  from  Sales.  This 
account  should  be  subdivided  according  to  the 
■  subdivisions  of  the  Sales  Account,  if  any.  In 
some  cases,  it  may  be  desirable  to  have  several 
exi^ense  accounts  for  each  Sales  account. 

8.  OTHER  DISBURSEMENTS:    In  this  account 

are  included  all  miscellaneous  items  not  prop- 
erly classified  in  one  of  the  seven  accounts 
above,  such  as  disbursements  in  a  form  of  a 
loan. 

FORMS 

After  the  budget  is  approved,  it  is  the  duty 
of  the  ofiicers  to  perform  the  operations  auth- 
orized therein,  and  the  care  with  which  these 
arrangements  are  made  has  considerable  influ- 
ence upon  the  success  of  the  financial  program. 
The  first  item  in  the  budget  illustrated  on  Page 
53  is  Memberships,  explained  by  the  estimate 
that  40  persons  will  pay  $1  each  in  membership 
dues.  When  this  occurs,  the  treasurer  will 
need  some  form  of  receipt  to  issue  at  the  time 
the  collection  is  made. 


The  next  item  on  the  budget  is  Sales,  and  Schedule 
I  mentions  Sale  of  Candy  and  Sale  of  Tickets.  The 
chairman  of  the  candy  sales  committee  will  need  a 
form  on  which  to  make  a  report  of  his  sales.  Tickets 
will  be  needed  for  the  play,  and  a  form  on  which  the 
cfiairman  of  the  ticket  sales  committee  will  report  the 
sale  of  tickets.  These  receipts,  tickets,  and  forms 
should  be  prepared  in  advance  so  as  to  avoid  delay 
and  confusion  when  the  time  comes  to  handle  the 
money.  It  is  advisable  to  make  some  one  person,  such 
as  the  Vice-President,  definitely  responsible  for  pre- 
paring these  forms  or  furnishing  them  to  the  Treas- 
urer or  the  chairman  of  the  committee.  The  Vice- 
President  should  consult  the  Supervisor,  who  will 
help  in  planning  the  details. 

Forms  Needed  In  Connection  With  Memberships : 

When  the  Treasurer  collects  the  membership  dues, 
he  should  issue  a  receipt  to  each  member.  To  avoid 
delay  and  confusion,  these  receipts  should  be  pre- 
pared by  the  Vice-President  in  advance.  The  first 
consideration  in  the  preparation  of  receipts  is  the 
form  to  be  used.  Form  C-R  on  Page  56  is  suggested 
as  suitable  for  many  of  the  organizations.  An  al- 
ternative form  would  be  that  used  by  the  Central 
Treasurer.  The  Vice-President  may  well  consult  the 
Treasurer  before  deciding  upon  a  form  of  receipt. 
Special  forms  for  each  source  of  receipts  are  some- 
times convenient.  If  ordinary  printed  receipts  are 
purchased,  the  Vice-President  should  mark  them  in 
some  way  so  that  they  may  easily  be  recognized  as 
the  official  receipts  of  the  organization.  Another 
method  is  to  have  them  validated  with  a  rubber  stamp 
by  the  Supervisor.  The  Secretary  will  compile  the 
list  of  members  from  them,  so  each  member  must  in- 
sist upon  an  official  receipt.  Receipts  in  duplicate  are 
preferable  to  the  old  stub  style.  As  a  matter  of 
convenience,  receipts  should  be  numbered  consecu- 
tively, duplicates  bearing  the  same  number  as  the 
original.  When  the  receipts  are  delivered  to  the 
Treasurer,  it  is  the  duty  of  the  Vice-President  to  pre- 
pare a  statement  similar  to  Form  F-R,  Receipts  Pre- 
pared, which  is  shown  below,  certifying  the  exact 
number  of  receipts  issued,  which  will  be  signed  by 
both  the  Vice-President  and  the  Treasurer,  and  filed 
with  the  Siipervisor. 


Hamilton  High  School 
Hamilton,  Pennsylvania 

RECEIPTS  PREPARED 

Form  F-R  No.  1 

Name  of  Organization:  Tlii^  Mask  and  Wig  Club 

I  hereby  certify  thnt  llic  niiiiiher  of  receipts  prepared  was  exactly 
150,      with  serial  numbers   from       1       to      150  inclusive. 

Signed  J.  M.  Roberts 

Vice-P:'esident 

The  number  of  receipts  described  above  has  been  delivered  to  me. 
Date        Sept.  27,        IK?  3    .       Signed  Rebecca  C.  Brown 

Treasurer 

Remarks: 
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Forms  Needed  In  Connection  With  Candy  Sales: 

In  order  to  protect  the  salesmen,  some  person  such 
as  the  Vice-President,  who  is  not  connected  witli  sales 
shonld  liave  cliarge  of  the  issue  of  candy  to  the  sales- 
me]i.  h\)i'm  F-C,  Candy  Issued,  as  illustrated  below, 
will  be  pre])ared  by  the  Vice-President  and  filed  with 
the  Supervisor.  This  rej^ort  will  verify  Item  A  in 
Form  C-HG,  Sales  of  Candy,  illustrated  on  this  page, 
which  is  prepared  by  the  salesman  and  filed  with  the 
Supervisor  as  a  Report  of  the  candy  sold  and  money 
eollected. 

Hamilton  High  Scliool 
Hainilton,  Pennsylvania 
CANDY  ISSUED 

Form  F-O  No.  1 

Name  of  Organization  Tho  Mask  and  Wig  Club 


Quantity 

Selling  Price 

Description 

Unit 

Total 

240  bars 

Chocolate  #20 

.05 

12.00 

I  hereby  certify  that  the  amount  of  candy  issued  for  sale  was 
exactly  as  indicated  above. 

Signed  J.  M.  Roberts 

Vice-President 

The  candy  described  above  has  been  delivered  to  me. 
Date  Oct.  4,  193  3    .        Signed  Jane  Sellers 

Salesman 

Remarks: 


Forms  Needed  In  Connection  With  Tickets : 

The  Vice-President  Avill  also  have  charge  of  the 
preparation  of  tickets  and  will  issue  tliem  to  the  sales- 
men. He  will  report  the  number  of  tickets  issued  on 
Form  F-T,  Tickets  Prepared.  This  form  is  then  sent 
to  the  Supervisor,  and  should  agree  with  the  first 
item  on  Form  C-ST,  Sales  of  Tickets,  illustrated  on 
Page  57,  which  is  the  salesman's  report  to  the  Super- 
visor of  tickets  sold  and  money  received. 

Hamilton  High  Scliool 
Hamilton,  Pennsylvania 
TICKETS  PREPARED 
Form   FT  No.  1 

Name  of  Organization  The  Mask  and  Wig  Club 

Name  of  Event  Play— "Looking  for  Mary  Jane" 

I  hereby  certify  that  the  number  of  tickets  prepared  was  exactly 
ri(ii.',      with  serial  numbers  from       1       to      500,  inclusive. 

Signed  J.  M.  Roberts 

Vice-President 

The  number  of  tickets  described  above  has  been  delivered  to  me. 
Date  Dec.  14,         193  3    .       Signed  Charles  R.  Fox 

Salesman 

Remarks: 


COLLECTIONS 

Ordinarily  the  treasurer  will  be  responsible  for  all 
collections  of  funds.  The  actual  collection  may  be 
personally  performed  by  him,  or  some  of  the  duties 
may  be  delegated  to  others.    In  any  case,  he  should 


protect  himself  by  keeping  his  records  in  such  a  way 
that  they  may  be  verified  by  an  external  audit.  This 
requires  that  some  form  of  receipt  be  given  whenever 
money  is  collected.  Only  official  receipts  which  have 
been  prepared  by  the  Vice-President  should  be  used, 
so  that  the  auditor  can  determine  the  number  of  re- 
ceipts issued  by  counting  the  unused  receipts  on  hand 
and  subtracting  that  number  from  the  number  pre- 
pared by  the  Vice-President  as  certified  in  his  report 
on  Form  F-R,  Receipts  Prepared. 

If  the  Treasurer  collects  the  money  himself,  he  will 
issue  a  receipt  directly  to  the  person  paying  the 
money.  Form  C-R,  Receipt,  given  below,  shows  that 
the  membership  dues  of  $1.00  were  collected  directly 
by  the  Treasurer.  This  receipt  is  made  out  in  dupli- 
cate, one  copy  given  to  the  member  and  the  other 
left  in  the  receipt  book  and  preserved  by  the  Treas- 
urer. The  entries  in  Form  R.3,  Cash  Receipts,  will 
be  derived  from  these  duplicate  receipts.    (See  Page 
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Form  C-R  No.  1 

RECEIPT 
MASK  AND  WIG  CLUB 
Hamilton  High  School 
Hamilton,  Pennsylvania 

Sept.  28,  193  3 

Received  from  Henry  Bowman  $  1.00 

One  and  00/100   ■  —  —  Dollars 

For:    Membership  dues  for  school  year,  m33-1934 


Elecorded  on  Page      OR  1  Signed  Rebecca  C.  Brown 

Treasurer 


If  the  actual  collection  is  delegated  to  some  one 
else,  such  as  a  candy  salesman  or  a  ticket  salesman, 
the  Treasurer  will  issue  a  receipt  to  the  salesman  for 
all  money  deposited.  The  salesman  will  prepare  a 
report  on  Form  C-SC,  Sales  of  Candy,  illustrated 
below,  which  will  be  filed  with  the  Supervisor. 

If  the  candy  salesman  has  unsold  candy  on  hand 
when  the  sale  is  over,  he  should  have  the  Vice-Presi- 
dent count  it,  and  sign  the  certificate  at  the  bottom 
of  the  report.  This  signature  serves  as  a  protection 
to  the  salesman,  as  it  helps  to  verify  the  figures. 

The  Mask  and  Wig  Club 

Hamilton  High    School,  Hamilton,  Pennsylvania 

SALES  OP  CANDY 
Form  C-SC  No.  1 

Description  of  Candy  Chocolate  #20 


Selling  Price 


A.  Amount  received   for  sale   as  shown  on 
Fonn  F-C, 
Candy  Issued,  No.    1    ,      Oct.  4,    193  3 

No. 

Unit 

Total 

240 

05 

12 

OO 
00 
00 

B.  Amount  Unsold 

C.  Amount  Sold   (Item  A  minus  B) 

240 

05 

12 

D.  Cash  received  for  change 

E.  Cash  Due  (Item  C  plus  D)  (Receipt  No.  34) 

13 

Date         Oct.  lO,        193  3   .       Signed  Jane  Sellers 

Salesman 
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I  have  verified  the  amount  of  candy  unsold  and  certify  that  the 
figrires  given  above  Tvere  accurate  on  .  Oct.  10,  193  3  , 


except  as  explained  below. 


Remarks: 


Signed 


J.   M.  Roberts 


Vice-President 


When  tickets  are  sold,  the  ticket  salesman  will  pre- 
pare Fonn  C-ST,  Sales  of  Tickets,  illustrated  below, 
and  present  it  to  the  Supervisor  after  he  has  tui'ned 
in  the  money  collected  and  received  his  receipts.  The 
unsold  tickets  should  be  verified  by  the  Vice-President 
before  the  report  is  submitted,  or  they  should  be 
brought  to  the  Supervisor  to  be  counted. 

THE  MASK  AND  WIG  CLUB 
Hamilton  High  School,  Hamilton,  Pennsylvania 
SALES  OF  TICKETS 


Form  C-ST 
Name  of  Event 


No. 


Play— "Looking  for  Mary  Jane" 


A.  Number   received   for   sale   as   shown  on 
Form  P-T. 

Tickets  Prepared,  No.    1    ,  Dee.  14,  193  3 


B.  Number  Unsold 


C.  Number  Sold  (Item  A  minus  B) 


D.  Cash  received  for  change 


Selling  Price 


E.  Cash  Due  (Item  C  plus  D)  (Receipt  No. 
Date  Dec.  15,         193  3    .  Signed 


.S9) 


No. 

Unit 

Total 

500 

50 



250  CO 

140 

50 

70  00 

360 

50 

ISO  CO 

1 

180  m 

Charles    R.  Fox 


Salesman 

I  have  verified  the  number  of  tickets  unsold  and  certify  that  the 
figures  given  above  were  accurate  on  Dec.  16  (9:00  P.M.)  193  3  , 
except  as  explained  below. 


Signed 


.J.   M.  Roberts 


Vice-President 


Remarks: 


PROTECTION 

After  the  money  has  been  collected,  it  is  the  duty 
of  the  Treasurer  to  protect  it  so  that  none  will  be 
lost,  stolen,  or  spent  without  authority.  Ordinarily 
it  should  be  deposited  with  the  Central  Treasurer, 
who  issues  a  receipt  which  should  be  left  on  file  as 
proof  that  the  money  was  safeh'  deposited.  In  order 
to  avoid  confusion,  all  funds  collected  should  be  de- 
posited intact  and  no  money  should  be  withheld  to 
pay  bills  in  cash.  The  Treasurer  will  carefully  re- 
cord all  collections  and  disbursements  so  that  the 
balance  on  hand  may  be  cjuickly  determined  when- 
ever desired. 

DISBURSEMENTS 

The  most  important  consideration  in  handling  dis- 
bursements is  to  be  sure  that  no  money  is  paid  out 
unless  definitely  authorized  by  the  organization.  Xo 
payments  will  be  made  from  the  central  treasury 
without  a  Treasury  Order.  The  money  has  been  de- 
posited with  the  Central  Treasurer,  and  in  order  to 
have  a  payment  made,  the  organization  must  file  a 
Treasury  Order  with  him.  as  shown  in  Form  5,  Page 
i8.  Before  the  club  Treasurer  signs  the  order,  he 
should  investigate  the  transaction  carefully,  and  if 
unable  to  verify  any  part  of  it,  he  should  obtain  the 
signature  of  the  person  that  did  verify  it.  as  illus- 
trated in  the  notation  "480  bars  candj^  received,  J. 
M.  Roberts,  Vice-President."  The  Treasury  Orders 
will  be  made  out  in  duplicate,  the  original  sent  fo 
the  Central  Treasurer  and  the  duplicate  retained 
by  the  club  Treasurer  and  recorded  on  Form  R4, 
Cash  Disbursements.    (See  Page  58). 

All  purchases  on  credit  must  be  authorized  by  a 
Purchase  Order  (Form  8.  Page  50).  This  form  is 
obtained  from  tlie  Central  Treasurer,  who  will  also 
explain  its  use.  No  organization  should  be  permitted 
to  incur  any  indebtedness  until  the  transaction  has 
been  approved  by  a.  Purchase  Order. 


THE  MASK  AND  WIG  CLUB 
Hamilton  High  School,  Hamilton,  Pennsylvania 
CASH  RECEIPTS 

Form  R3  Page  No.      C  R  1 

Date  September  12,  193  3    .    Balance  of  Cash  on  Hand  $  2.07 


Date 
193 

Explanation 

other 
i  Receipts 

Sales  j 

Member- 
ship 

Total 

Deposits 

Name  No. 

Tickets  1 

Candy  ' 

Amount  ] 

Date 

Sept. 

28 

Henry  Bowman  1 

1 

00 

1 

OO 

i 

May 

10 

Sales  Candy  i(7-5/10/33  98 

j  22 

OO 

22 

00 
00 
97 

22 

00 

o'lO 

Total  Rec.  during  period 

ISO 

00 

■  78 

OO 

.3? 

CO 

296 

290 



CO  ■ 

Add  cash  on  hand  9/12 

2 

Total  avail,  dur.  period 

298 

Deduct  Total  Disb.  (CD-I) 

294 

23 

Cash  on  Hand  5/10/33 

i 

4 

74 

r 

58 


PENNSYLVANIA  DEPABTMENT  OF  PUBLIC  IN8TBUCTI0N 


REPORTS 

At  tlic  end  of  the  fiscal  period  it  is  tlie  duty  of  tlie 
Treasurer  to  render  a  complete  report  of  all  financial 
transactions  on  Form  R6,  Report  of  Receipts  and 
Disbursements,  as  sliown  on  Page  59.  One  copy  of 
this  will  be  filed  with  the  Supervisor  and  one  kept  by 
the  organization.  In  order  to  compute  the  figures 
for  this  report,  it  will  be  necessary  to  analyze  the 
r('cei]its  and  disliursemonts  and  classify  them  accord- 
ing to  tlieir  nature.    When  the  Treasurer  received 


money  he  issued  a  receipt  for  the  amount,  so  that 
complete  information  of  all  money  collected  is  con- 
tained on  the  duplicates  of  the  receipts  which  the 
Treasurer  has  preserved.  The  amounts  shown  on  the 
duplicate  receipts  will  be  classified  on  Form  R3,  Cash 
Receipts  illustrated  on  Page  57. 

Wlien  a  financial  report  is  desired,  the  columns 
will  be  totaled  and  the  computation  of  cash  per- 
formed as  indicated.  The  receipts  section  of  Form 
R6  is  then  easily  filled  in  by  copying  the  column 
totals  from  Form  R3.    (See  Page  57). 


thp:  mask  and  wig  club 

Hamilton  High  School,  Hamilton,  Pennsylvania 
Fonii  R4  CASH  DISBUBSKMENTS  Page  No.  CDl 


Date 

Kxiilanation 

other 
Disb. 

Sales  Exp. 

1933 

Name  No. 

Candy  Ticket 

Operation 

Service 

Advance- 
ment 

Social 

Insignia 

Nat'l 

Total 

Oct. 

i 

Brown  Candy  Co. 

1 

14 

40 

14 

40 

10 

Hamilton  Dairy 
Co. 

2 

1 

20 

1 

20 

May 

4 

M.    L.  Nisslev 

27 

10 

oo 

10 

OO 

Total    Disb.  lor 
tne  perloa 

4-z 

73 

HI 

o 

02 

42 

50 

90 

00 

40 

00 

2 

OO 

294 

23 

Since  all  disbursements  were  a;'compli.shed  by 
means  of  the  Treasury  Order,  the  duplicate  Treasury 
Orders  will  contain  full  information  concerning  all 
jiayments  made.  In  order  to  classify  tliese  payments, 
tlic  Treasury  Orders  are  entered  on  Form  R  4,  Cash 


Disbursements,  and  classified  in  the  special  columns, 
as  illustrated  above.  Tlie  totals  of  these  columns  are 
then  computed  and  co])ied  in  the  disbursements  sec- 
tion of  Form  R  6,  as  illustrated  on  Page  59. 


BULLETIN  84— BOOKKEEPING  FOR  SENIOR  HIGH  SCHOOLS 
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SUPERVISION  OP  EXTRA-CURRICULAR  FINANCES 
Hamilton  High  School,  Hamilton,  Pennsylvania 
Form  R6  REPORT  OP  RECEIPTS  AND  DISBURSEMENTS  OP  MONET  No.  1 

Name  of  Organization     The  Mask  and  Wig  Clnb 

Period  from        Sept.  1  1933.    to  May  10  193i 


Submitted  by  Rebecca  C.  Brown  Treasurer 


Approved  by  M.  A.  Moore  Adviser 


Memberships 


RECEIPTS 


2.  Sales 


(Candy  — $  78.00) 
(Tickets— $180.00) 


3.    Other  Receipts 


A.    Total  Receipts  during  period 


B.  Add  Balance  of  Cash  on  hand  at  beginning  of  period 

C.  Total  Money  Available  during  period 


1.  National 

2.  Insignia 

3.  Social 

4.  Advancement 

5.  Service 

6.  Ope'-ation 


DISBURSEMENTS 


2  00 


(Candy —$42.20) 
(Tickets— $73.61) 


E. 


7.  Sales  Expense 

8.  Other  Disbursements 

Total  Disbursements 

Balance  of  Cash  on  hand  at  end  of  period  (Item  C  minus  D) 


40  ,  OO 


90  00 
42  50 


( 

3  !  92 


115  81 


38 


258 


296 


2 

298 


294 


Filed  with  Supervisor  on     May  13, 

Unpaid  Bills;  None. 

Remarks: 


1934. 


REVISION 

After  the  financial  report  has  been  made  to  the 
organization,  the  next  step  is  to  stu(iy  the  Report 
to  determine  what  opportunities  exist  for  improve- 
ment in  the  financial  program.  The  club  treasurer 
should  insert  the  actual  figures  from  Form  E,  6  in  the 
column  provided  on  Form  B  1,  Budget,  so  as  to  show 
the  relationship  between  estimates  and  actual  per- 
formance. All  of  the  items  should  be  inspected  care- 
fully in  an  effort  to  discover  items  of  expense  which 
could  be  reduced  without  materially  decreasing  the 


benefits  received,  or  items  of  income  which  might  be 
increased  without  hardship.  Reports  should  be  pre- 
pared at  least  once  each  school  year  and  more  fre- 
quently where  conditions  warrant  it.  All  reports 
made  by  one  set  of  officers  should  be  preserved  for 
the  information  and  guidance  of  their  successors. 

Two  things  are  necessary  if  the  financial  phases 
of  an  extra-curricular  activity  are  to  yield  the  great- 
est possible  benefits.  First  of  all,  there  must  be  ac- 
curate reports  of  all  financial  transactions.  Second, 
these  reports  must  be  studied  and  iLsed  as  a  guide 
for  the  fature  operations  of  the  organization. 
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PENNSYLVANIA  DEPARTMENT  OF  PUBLIC  INSTRUCTION 


I.  General 

Charters,  W.  W.  Curriculum  construction.  Mac- 
miilan.  1923. 

Charters,  W.  W.  and  Waples,  Douglas.  Coimnon- 
wealth  teacher-training  study. 

Cleveland  Board  op  Education.  Course  of  study 
in  accounting.    Grades  XI-XII.  1929. 

Eastern  Commercial  Teachers  Association.  Year- 
books, 1928— to  date. 

Federal  Board  For  Vocational  Education.  Com- 
mercial education;  organization  and  administra- 
tion.   Bulletin  No.  3-1,  June  1919. 

Federal  Board  For  Vocational  Education.  Train- 
ing for  leadership  in  commercial  education.  Bul- 
letin No.  138,  December,  1929. 

Harap,  Henry.  Education  of  the  consumer.  Mac- 
millan,  1924. 

Haynes,  B.  R.  and  Graham,  J.  Problems  in  business 
education.  University  of  Soutliern  California. 
1933. 

Herriok,  C.  a.  The  meaning  and  practice  of  com- 
mercial education.  Macmillan. 

Indiana.  Department  op  Public  Instruction. 
Commercial  arts  course  of  study  for  Indiana 
srh(H)ls.    Bidletin  No.  100  G,  1932. 

International  Congress  on  Commercial  Education. 
19:52.    Proceedings.    Pitman,  1933. 

Los  Angeles.  City  School  District.  Commercial 
studies.    School  publication  No.  Ill,  1925. 

Lyon,  L.  S.  Education  for  businci^s.  University 
of  Chicago  Press.    3rd  ed.  19)51. 

Marvin,  C.  H.  Commercial  education  in  secondary 
schools.    I-Iolt.  1922. 

Nichols,  F.  G.  Commercial  education  in  the  high 
school.    Appleton-Century.  1933. 

St.  Louis.  Board  op  Education.  Accounting  for 
the  high  school.  Curriculum  Bulletin  No.  36, 
1926. 

Welch,  A.  W.  Some  observations  on  secondary  com- 
mercial education.    Gregg.  1921. 

II.    Tests  and  Bleasurements 

Altholz,  Nathaniel  and  Braverman,  Louis.  Mod- 
ern bookkeeping  practice  tests.  Lyons  and  Car- 
nahan. 

Bowman,  C.  E.  Bookkeeping  achievement  tests. 
American  Book. 


Carlson,  P.  A.  Bookkeeping  tests.  Series  A,  B,  C, 
D.  South-Western. 

Elwell,  F.  H.  and  Fowlkes,  J.  G.  Bookkeeping 
tests.    World  Book. 

Jackson,  J.  II.  and  Others.  Bookkeeping  tests.  Ser- 
ies I,  II,  III,  IV,  V.  Ginn. 

Lomax,  p.  S.  and  Rice,  L.  A.  Tests  in  commercial 
education.  Prentice-Hall. 

Monroe,  W.  S.  and  Others.  Educational  tests  and 
measurements.    Houghton.  1921. 

Rice,  L.  A.  ]\Ieasurement  of  commercial  education. 
Prentice-Hall. 

III.    Teaching  of  Commercial  Subjects 

Jones,  C.  T.  Teaching  business  sub.iects  in  the  sec- 
ondary school.    Ronald  Press.  1921. 

KiTSON,  H.  D.  Commercial  education  in  secondary 
schools.    Ginn.  1929. 

Lomax,  P.  S.  and  Agnew,  P.  L.  Problems  of  teach- 
ing bookkeeping.    Prentice-Hall.  1930. 

]\IiLLER.  J.  W.  J\Iethods  in  commercial  teaching. 
South-Western.  1925. 

WooDRiNG,  M.  N.  and  Harold,  Gilbert.  Enriched 
teaching  of  commercial  subjects  in  the  high 
school.  Teachers  College,  Columbia  University. 
1930. 

IV.  Farm.  Bookkeeping 

Indiana.  Department  op  Public  Instruction.  A 
guide  to  teaching  farm  accounting  in  rural  schools 
of  Indiana.    Bulletin  No.  78,  1928. 

Indiana.  Department  op  Public  Instruction.  A 
vear's  record  on  an  Indiana  farm.  Bulletin  No. 
79,  1929. 

McMurry,  Iv.  F.  and  McNall,  P.  E.  Farm  account- 
ing.   Shaw.  1926. 

V.  Current  Publications 

Balance  Sheet.  South-Western  Publishing  Co., 
Cincinnati,  Ohio. 

Journal  op  Business  Education.  Trethaway  Pub- 
lishing Co.,  East  Stroudsburg,  Pa. 

National  Business  Education  Quarterly.  Dept.  of 
Bn.sincss  Education,  National  Education  Asso- 
ciation, Washington,  D.  C. 

RowE  Budget.  H.  M.  Rowe  Publishing  Co.,  Balti- 
more, Md. 

Spotlight.    Ginn  &  Co.,  New  York,  N.  Y. 
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